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1.IlepeyeHb MIaHNPyeMbIX Pe3y/JbTATOB O0yUYEeHHUS MO JUCHMIUIMHE (MOIYJII0), COOTHECEHHBIX €
IVIAHUPYEMBbIMHU Pe3yJIbTATAMH OCBOCHHS 00pa30BaTeIbHOI NPOrpaMMBbl

1.1.1lenn ocBOCHUS TUCIUILTMHBI

HCJISIMI/I OCBOCHHUSA NUCHUIIJIIMHBI ABJISSFOTCA:

- TOJyYeHHE 3HAHWUH, HEOOXOAUMBIX ISl MPABHIBHOTO COCTaBJICHUS W O(GOPMIICHUS TOKYMEHTOB,
BO3HMKAIOIIKX B IIPOLIECCE IPUHATHS U PEaM3aliy YIIPABICHUYECKUX PELICHUN;

- OCBOCHHE OOINEHPUHATHIX B MHpE MPEANPUHUMATEIBCTBA JIGKCHKM M CTHIISA JICJIOBOM U
KOMMEPUYECKOH KOPPECIOHACHIINH JIsI CBOOOTHOTO U PABHOIIPABHOTO OOIIECHUS C ITAPTHEPAMHU.

1.2. B cooTBeTcTBHH C BHIAMH TPO(PECCHOHATBHON JEATEIIFHOCTH, Ha KOTOPBIC OPHUEHTHPOBaHA
oOpa3oBareiibHasi mporpamma  HampaiieHus noarotoBku  38.03.04  «['ocymapcTBeHHOE U
MYHUIUIIAILHOE YIIPABJICHUE» COJEPKAHUE JUCHUILTUHBI «J[OKyMEHTHpOBaHHE YIPaBICHYCCKON
JEeSITeILHOCTHY TO3BOJIUT O0YYaIOUIMMCS PELIaTh CIEAYIoNHe MpodeccCuoHaNbHbIe 3a1a9u:

pa3paboTka W peaym3anusl YIPaBICHYCCKHX PEIICHUH, B TOM YHUCJIC HOPMATUBHBIX aKTOB,
HaIlpaBJEHHBIX Ha HCIOJHEHHE IOJHOMOYMI rocyaapcTBeHHOM Biactu Poccuiickoit denepanuu,
OpPraHOB TOCYJIapCTBEHHOW BiacTH CyObekToB Poccuiickoii denepanuu W OpraHOB MECTHOTO
CaMOYIpAaBJICHUs, JIML, 3aMELIAIOIIUX T[OCYJAapPCTBEHHbIE W  MYHUIMNAIbHBIE JIOJXKHOCTH,
OCYIIECTBIICHHE TMpaB M OOS3aHHOCTEH TOCYHAPCTBEHHBIX W MYHHIMIIAIBHBIX NPEANPUATHA U
YUpEXKJIEHUH, HAy4YHBIX U 00pa30oBaTeNbHBIX OpPraHM3allMi, MOJUTUYECKHX MapTUH, OOIIECTBEHHO-
MOJIMTUYCCKUX, HCKOMMCPUYCCKUX U KOMMCPYCCKUX OpI‘aHI/ISaHI/If/'I;

OpraHu3aliOHHOE OO0ECleYeHHe JAEATENbHOCTH JIMI, 3aMEIAIOIIUX TOCYAapCTBEHHBIE
nomwkHoctu  Poccuiickoit  @enepanuu, rocylapcTBEHHBIE JOJDKHOCTH CyObeKkTOB Poccuiickoit
®denepanuu, JOJKHOCTH MYHULIMNIAIBHOM CITYKOBI;

opranu3anusa KOHTPOJIA KadyeCTBa YIIPABJICHUYCCKUX pGIHeHI/Iﬁ u OCYHICCTBJICHHUC
AIMUHHUCTPATUBHBIX ITPOLECCOB;

OopraHu3anusa B3aUMOJEUCTBHUS C BHEIITHUMHU OpTraHHu3alusIMU U I'paKAaHAMU

COJICHICTBUE PA3BUTHUIO MEXAHHU3MOB OOIIECTBEHHOTO Yy4YacTHs B TPHUHATUHM W pealu3aluid
YIPaBJICHUYECKUX PEUICHUN;

o0OecrieueHrne HUCIOJHEHUS] OCHOBHBIX (YHKIIMM, aJMUHUCTPATUBHBIX PErJIAMEHTOB OPraHoB
rocynapcTBeHHON Biactu Poccuiickoit denepanuu, OpraHoB rocyJapCTBEHHON BJIACTH CYyOBEKTOB
Poccniickoit @enepannu, OpraHOB MECTHOI'O CaMOYIIPABIIEHUs, TOCYIapPCTBEHHBIX U MYHUIIMIIAIBHBIX
OPEANpUATHA U YUPEKICHUH, HAyYHBIX M 00pa30BaTENbHBIX OpPTraHU3alMi, MOIUTUYECKUX MapTHH,
00IIECTBEHHO-TIOJUTHYECKHUX, KOMMEPUYECKHX U HEKOMMEPUYECKUX OpraHu3aIuii;

Kpome yxazannbix B @I'OC mpodeccroHalbHbIX 3a1a4, oOpa3oBaTeibHasi MporpamMma IMO3BOJIUT
o0yyaromuMcsl pemarh U Apyrue 3ajgauu :

- (opMupoBaHHE YMEHMH M HAaBBIKOB B O00JIACTH JOKYMEHTHPOBAaHHUS YIPaBICHUYECKON
JEATEIbHOCTH Ha MPEIIPUATUY;

- OBJaJACHUEC IIpUeMaMWM W HaBBIKAMH O(bOpMJ'IeHI/ISI BCCX OCHOBHBIX YIIPABJICHYCCKHUX
JIOKYMEHTOB;

- OBJIAACHUEC IMPpUEMaMU U HaBbBIKaMU COBpeMeHHOﬁ JIeJIOBOfI MEPEIUCKHA,

- U3y4EHHUE OCHOB OpPraHU3aIMH JOKYMEHTO000POTa U XpaHEHUs TOKyMEHTAIlUH;

- (GopMHpOBaHHE CHOCOOHOCTHM CaMOCTOSATEIBHOTO M  TBOPYECKOIO  MCIIOJIb30BaHMUS
NOJYYEHHBIX 3HAaHUH B TPOLIECCE MOCIEAYIOIIEro 00yUeHUs U PaAKTHUECKON AeITeTbHOCTH.
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1.3. Komnereniuu o6yyatornierocsi, GopMupyembie B pe3yIbTaTe OCBOCHUS TUCIIUILINHBI

B pe3ynbraTe 0OCBOCHMS TUCHUILUIMHBI Y 00y4aromuxcs GOpMHUPYIOTCS CIEAYIOIUE KOMIIETEHIIUU:

Kon
KOMIIETEHIINU

Haunmenopanue KOMIICTCHII N

HanpaBnenune noaroToBku

OK-4

CIIOCOOHOCTBIO
NPABOBBIX 3HAHMKA B pa3MYHBIX chepax
EeATEIbHOCTH

HCII0Jb30BaTh OCHOBBI

38.03.04«"ocynapcTBeHHOE U
MYHUIUIIATBHOE YIIPABICHUE)

OIIK-6

OCHOBE

y4eToM

CIIOCOOHOCTBIO PEIIaTh CTAHIAPTHBIC 3a1a41
npoecCHOHATBLHOM

oubmmorpaduueckon
pUMEHEHHEM

KOMMYHUKAIIUOHHBIX

UH(POPMAIIMOHHOM O€301TaCHOCTH

JESTCIIbHOCTH  Ha
nH(OpPMaLMOHHOU u
KYJIbTYPBI c
nH(OpMaIMOHHO-
TEXHOJOTUM U C
OCHOBHBIX TpeOoBaHUi

38.03.04«"ocynapcTBeHHOE U
MYHUIIMIIATBEHOE YIIPABICHUE)

1.4. IlepeveHp mIaHUPYEMBIX PE3YJIbTATOB 00YUEHHUS 110 TUCIUILIIMHE

Pe3ynbTaThl OCBOEHUS

Texnonoruu popmMupoBaHus
KOMIIETEHIINH 110 YKA3aHHBIM
pe3yJibTaTaM (ekyuu, npakmuiecKue
(cemuHnapckue) 3aHAmus,
camocmosmenvHas paboma, 1eKyus ¢
Pazbopom KOHKPEMHbIX CUmMyayuii,

CpenctBa 1 TEXHOJIOTHH
OLICHKU 110 YKa3aHHBIM
pesynbpTataM(cobecedosan
ue,

auTeparypy B oOJacTu
nenonpousBoactea (OIK-
6);

TUIIOBBIC HWHCTPYKHOUH I10

JTOKYMEHTHPOBAaHUIO
YIPABJIEHYECKOU
JEeSITeTbHOCTH "
TpeOoBaHUs K
COCTaBIICHUIO "
0OpPMIICHHIO JTOKYMEHTOB
(OK-4);

0CO0EHHOCTH

JTOKYMEHTUPOBAHHIO YIIPaBICHYECKON
NeSITeNbHOCTM W TpeOOBaHUSA K
COCTaBJICHUIO U odopmiteHun0
JIOKYMEHTOB;

0COOEHHOCTH JIOKYMEHTO000pOTA.

AU CHUITIIMHBI KOJUIOK8UYM,mecmuposanue,

npobdIeMHble IeKYUU, CeMUHAP-KPY2ablll 3auUma MeopuecKux
CMOo, ceMUunap-OUucKyccusl, peueHue npoexmos, op.)
DA3HOYPOBHEBBIX U NPOOIEMHBIX 3a0at,
op.)

3unaem: Jlexuuu ¢ pa360poM yIpaBIeHYECKHX

- TEPMUHOJIOTHIO | CUTYalMii: VYceTHBIN onpoc;

JTOKYMEHTUPOBAHMS TEPMUHOJIOTHIO  JIOKyMEHTHPOBAHUS

yIIpaBIeHYECKOH YIIPaBJIEHYECKOMN ESATEIFHOCTH

nesitenpHOCTH (OITK-6); OCHOBHbIE HOpPMAaTHUBHO-

OCHOBHBIE ~ HOPMAaTHBHO- | METOAWYECKHE MaTepHabl o

METOAMYECKHE MaTepuajbl | JOKYMEHTUPOBAHHUIO YIpPaBIEHUYECKON

M0  JTOKyMEHTHPOBAHUIO | AEATEIBHOCTH 1 Hay4YHO-

yIIpaBJIeHYECKOI UCCIIeIOBATEeNbCKYI0  JuTepaTypy B | TectupoBanue;

JEATENIPHOCTH W HAyYHO- | 00JacTH JIEMONpON3BO/ICTBA |

HCCIIEI0BATENBCKYIO THUIIOBbIE UHCTPYKIIUU o




nokymeHToobopota (OIIK-
6).

Ymeem:

- TPaMOTHO pa3padaThiBaTh
OCHOBHBIC BUJIBI
YIPaBICHYECKHX
nokymentos (OK-4);
COCTaBJATh  JICNIOBBIE U

KOMMEpYECKHE MUChMa;
COCTaBJSATh  [ICNOBbIE U
KOMMEpYECKHe MHChMa Ha
MHOCTPAaHHOM A3BIKE
(OIIK-6); ucronan3oBaTh B
YIPaBICHYECKON U WHOH

[IpakTuyeckue 3aHATHUS o
COCTABJICHUIO JIOKyMEHTOB Pa3HOT0
BUJIA:

rPaMOTHO pa3padaThIBaTh OCHOBHBIE
BUJIbl YIIPABJICHYECKUX JOKYMEHTOB ;
COCTaBJISITh JICJIOBBIE 1 KOMMEPUYECKUE
MUChMa ;

COCTABIISATh JICJIOBBIE 1 KOMMEPYECKUE
MMChbMa HA WHOCTPAHHOM  SI3BIKE
;EICTIONIb30BaTh B YIPAaBICHUECKOW U
WHOH pohecCuOHATBLHOM
JeSITeTbHOCTH MIPUKIIAIHBIC

CocraBieHnue nanku
“Jleno” ¢ HabopoMm
OCHOBHBIX
OpTraHU3aI[OHHO-
pacnopsAUTeNbHBIX
JIOKYMEHTOB | JISJIOBBIX
TIUCEM |

TectupoBanue

HOPMAaTHBHO-TTPABOBBIX
akToB P® (OK-4);

paboThl C COBpPEMEHHBIMH
TEXHUYECKHUMHU
CpencTBaMu u
MH(}OPMaLMOHHBIMU
texHosorusmu (OITK-6).

I/IH(I)OpMaI_[I/IOHHBIMI/I TCXHOJIOTHUAMMU .

npoecCHOHATBLHON MpOrpaMMHBIE CPEJCTBA M CpEICTBA

TS TEITbHOCTH OPITEXHUKH .

MIPUKIIAIHbIC

IPOrpaMMHBIC CPEICTBA U

cpexacTsa OPI TEXHHUKH

(OIIK-6).

Hmeem  npaxkmuueckuii | CaMOCTOsITENIbHAS pabora | [IpoBepka nmanku «Jlemno»
onvim: oOyvaromuxcsi 1Mo  O(QOPMIICHHUIO | HA COOTBETCTBHE
oopmieHus nanku | nanku «Jlemo»: COCTaBJICHHBIX
«Jlemo»: COCTaBJICHUSI OCHOBHBIX BUJIOB | yIIPaBICHUYECKUX
COCTaBIICHUS ~ OCHOBHBIX | YIIpaBI€HUYECKMX  JIOKYMEHTOB B | JOKYMEHTOB

BUJIOB  YNPABJIECHYECKUX | COOTBETCTBUM ¢  TpeOoBaHusaMu | TpedoBanusm [[OCT P
JIOKYMEHTOB B | HOPMAaTHBHO-TIPABOBBIX aKTOB P ; 6.30.2003
COOTBETCTBUU c | paboTbl c coBpeMeHHbIMHU | TecTupoBaHue
TpeOOBaHUAMU TEXHUYECKUMHU cpeacTBaMu "

IIpumeuanue:

1. B ma6ﬂuue yKasuvlearomcs KOHKpeEniHbvle pes)bnidnibl OC60EHUA 0LlCI4LlﬂJlqul 6 paspese

«(BHAMbY, YMemvy, «KUMemb npaxmuqecmtﬁ onslmy.

2. B cnyuae, xoeoa no cneyuanvHocmam u (Uiu) HANPABIEHUAM NOO20MOBKU De3yIbmambl
OMAUYHBL, MO MAOIUYA 3ANOTHAEMCA NO KAHCOOU CREYUANbHOCIU U (UlU) HANPABLEHUI0 NOO2OMOBKU.




2. MecTo AMCHHMILVINHBI B CTPYKTYpe 00pa30BaTeIbHON NPOrpaMMbl

JucuumimHa OTHOCUTCS K 06a30Boi yactu yueOHoro turana 38.03.04 «['ocynapcTBeHHOE U
MYHUIIUIATBLHOE YIpaBicHue» (ypoBeHb OakanaBpuara). Ee ocBOeHHME OCYyIIECTBISETCS B 7 - OM
ceMecTpe OYHOU M 3a09HOH popM 0OyUeHHS.

HaunmenoBanue Kon n HaumeHoBaHre KOMITETCHITHH(#)
JUCITUTLINH,
Ne ONPEACIISIIOIINUX
/1 MEXAUCIUTUTMHAPHbBIC
CBS3U
[IpeamecTByromme TMCUUILIAHBI (IPAKTHKHN)
(OK  — 3) cnocoOHOCTBIO  HMCIOJB30BaTh  OCHOBBI
«MUKpPOIKOHOMUKAY SKOHOMHYECKMX  3HAaHWMA B  pa3IMYHBIX  cdepax
JIESITENIbHOCTH
(TIK — 22) ymeHHEM OLIEHMBATh COOTHOIIICHHE
«DKOHOMHUKA IUIAHUPYEMOTO pe3yiibTaTa U 3aTPaunBaeMbIX PECYPCOB.
OpTraHHU3aIII»

[Tocnenyromme TUCHUTIIMHBL (TPAKTUKH)

(IIK-1) yMEHUEM OIpeneNsTh IPUOPUTETHI
npodeCCHOHATEHON ACATENBHOCTH ,  pa3paldaThiBaTh U
3¢ (GEKTUBHO UCTIONHAThH YIPABICHYECKUE PELLICHUS , B TOM
YlCJIe B YCIOBUAX HEOIPEIEICHHOCTH U PUCKOB ,
IIPUMEHSATH aJIeKBaTHbIE HHCTPYMEHTBI U TEXHOJIOTUU
PEryIHpyOILEro BO3IEUCTBUS IIPU peanu3alun
YIIPaBIEHYECKOIO PELLIECHUS;

(ITIK-2)BnaneHrneM HaBbIKAMH MCTIOJIb30BaHHSI OCHOBHBIX
TEOpPHl MOTUBAIMM , JIUAEPCTBA U BIACTH ISl PELICHUS
CTpaTernyecKrx 1 ONEepaTUBHBIX YIIPABICHUECKUX 3a7a4 , a
TaKXe I OpraHu3aluy rpyninoBor paboThkl HA OCHOBE
3HAHMSI NIPOLIECCOB TPYIIIOBON JUHAMUKHU U MPUHLIUIIOB
(dbopMHUpOBaHUS KOMaH/bl, YMEHUI NPOBOIUTH AYIUT
YeJIOBEYECKUX PECYPCOB M OCYIIECTBIATH AUATHOCTUKY
OpPTraHU3aIMOHHON KYJIBTYPHI ;

(ITK-19) cnoco6HOCTEHIO 3P PEKTUBHO YIaCTBOBATH B
IpymnmnoBoil paboTe Ha OCHOBE 3HAHMS TPOLIECCOB
TPYIIIOBOI TUHAMHUKH U IPUHITUTIOB ()OPMHUPOBAHUS
KOMaH/Ibl ;

(IIK-22) YMEHUEM  OLEHHBAaThb  COOTHOIICHHUE
IJIAHUPYEMOTI'O pe3yiibTaTa U 3aTPauuBAEMbIX PECYPCOB ;

Crparernueckuii
MEHE[KMEHT

OCHOBEBI Hay4YHBIX

HCCIe0BaHuN u
JUIIOMHOE
MPOEKTUPOBAHUE

(ITK-27) cnocoOHOCTBIO yYacTBOBAaTh B pa3paboTke U
peanu3aly MPOEKTOB B OOJACTH TOCYIAapCTBEHHOIO U
MYHULMIIAJEHOTO YIIPAaBICHU .




3. O0beM TUCIHHUMJIHMHBI B 3a4eTHBIX eIMHUIAX ¢ YKAa3aHHEM KOJINYEeCTBA aKaJeMHYeCKHX
4YacoB, BblJIeJIEHHbIX HA KOHTAKTHYI0 padoTy o0y4aloluxcs ¢ npenojaasaresieM (110 BUIaM
yueOHBIX 3aHAAITHI) U HA CAMOCTOSITEJILHYIO PadoTy

Pacnipenenenue Gonaa BpeMeHH MO cEMeCTpaM M BUAaM 3aHITUN

Bune! 3aggtuil

ouHas Gpopma

O4YHO-3a04Hast popma

3aouyHas hopma

o0y4YeHHS o0y4eHHS o0y4yeHus
Htoro yacos 108 u. - 108 u.
3a4eTHEIX €IUHUILL 33.e. 33.e.
Jlexuu (yac) 18 - 2
[IpakTHueckue (CEMUHAPCKHE) 28 - 10
3aHATUA (Jac)
CamocTosTenbHas pabota (4yac) 62 - 92
JuddepenunpoBanHbIii 3a4eT , 7 cemecTp Tcemectp, 4 yaca

ceMecTp /Jac.




4.Conep:xkanue JTUCHUINIMHBI, CTPYKTYPHPOBaHHOE 10 TeMaM (pa3jiesiaM) ¢ yKa3aHueM
OTBEJEHHOI0 HA HUX KOJMYeCTBA AKaleMHYeCKNX YACOB M BUA0B Y4eOHbIX 3aHATHH
4.1. Coaep:xanue JTUCUMIIIMHBI

Ne Paznen nucuummHbl Buzpl yaeOHBIX 3aHATHH, BKIIIOYAs CpencrBa u
n/ CaMOCTOSITENIbHYIO PadOTy CTYJICHTOB U TEXHOJIOTHH
v} TPYAOEMKOCTh (B aKaJIeMUYCCKHX OLICHKHU
yacax)
S} 2 R ~ Q
s |8 2EE s | EgF
SQ EREZR25YSES
57 EFER8EST 258
= =¥ L oS Q, 8 09
SEECAE o 2
Tema 1. JlJokyMeHT 1 cucTeMBbl -/-I- YcTHblit ompoc,
1 | mokymeHTarmu 1/-/0 2/-10 2/-/5 | moaroroBka
JIOKJIAJI0B
Tema 2. YopasneHueckas -/-1- VeTHBIHI ompoc,
2 | mokyMeHTaIus 1/-/0 2/-12 4/-17 MOJATOTOBKA
JIOKJIAJI0B
Tema 3. CocraBnenue u -/-1- CocraBienue
3 | opopMIIeHHEe OCHOBHBIX JOKYMEHTOB |  4/_/o 8/-/4 20/-/23 | OCHOBHBIX
yIpaBIeHIECKUX
JIOKyMEHTOB
4 Tema 4.Opranuszanus 21-10 21-10 -/-1- 21-15 VeTHbIH ompoc,
JIOKYMEHT0000pOTa TECTHPOBAHUE
Tema 5. Cucremarusarius -/-1- VeTHBIN ompoc,
5 | mOKyMeHTOB 2/-10 2/-10 2/-I5 | coctaBnenue
JIOKYMEHTOB
6 Tema 6.CoBpemeHHBIE CITOCOOBI 1 2/-/0 2/-/0 -I-I- 10/-/13 | Vernmii onpoc
TEXHUKA CO3/IaHNs JOKYMEHTOB
7 -I-I- Cocrasienue
Tema 7. JlenoBble 1 KOMMEPUYECKHE 2/-/0 4)-2 10/13 | AenoBbIX H
nuchLMa KOMMEPYECKHX
nHceM
8 -/-1- VYcTHBIi ompoc,
Tema 8. Tlpasuia u  (opmsl COCTaBJIEHUE
KOMMEPYECKOM TIEPETUCKH c| 1/-/0 2/-10 4/-[7 | mucem Ha
3apy0eKHBIMU [TAPTHEPAMH MHOCTPaHHOM
A3BIKE
9 | Tema 9. Koppecnonaennys, -/-1- VeTHBIH ompoc,
CBsI3aHHAs c TIPOBE/ICHHEM | 1/ 1 2112 4).[7 | cocrasenne
NEPHOJNYECKUX ~ MEPONPHUATHH, U POYUX
poYast KOPPECTIOHICHIUS JIOKYMEHTOB
10 | Tema 10. Opranusamus pabOTHl C -/-/-
JIOKYMEHTaMH, conepxammmu | 2/-/0 2/-10 4/-17 VCTHBIH ompoc
KOH(DUIECHIMAILHBIE CBEIEHUS
[TpomexyToUuHas aTTECTAIUS 10 1812 | 28110 /-1 62/-/92 Hntbq)epvemm
JUCIUTUTAHE POBaHHBIN 3a4eT

[Mpumedanue: -/-, 06vem uacos coomeemcmeenno 0Jisk OUHOL, 3a04HOU opm 0byUeHUs
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4.2.ConepxaHue NPAKTHYECKUX (CEMUHAPCKNX) 3aHATHI

Obbem dopma npoBeCHHS
HaumenoBanue TeMbl MpaKkTUYECKHUX
Ne . 4acoB
(ceMUHAPCKUX ) 3aHATHHA
1 | IIpakTuyeckoe 3aHsTHE MO TeMe 1 JokymeHT 2/-/0 VYcrHblii onpoc
1 CUCTEMbI JOKYMCHTANU
2 | [lpakTuueckoe 3aHATHE IO TeMme 2 2/-/2 VYcrHblii onpoc
YnpaBieHuecKass JOKYMEHTalus
3 | [IpakTuyeckoe 3aHsATHE 1O Teme 3 CocraBiieHrEe JOKYMEHTOB
Cocrapienue u  odopwmieHHe OCHOBHbIX |  8/-/4
JOKYMCHTOB
4 Kontposnbnbie BOIIPOCHI JUISL
[IpakTnueckoe 3aHsTMe 10 Teme 4 2/-/0
Opranuzaiys TOKyMeHT0000poTa TOBTOPCHHUA, COCTABJICHHC
JIOKYMEHTOB
5 | Ilpaktiueckoe 3aHATHE MO TeMe 5 21-10 YcTHbIN ompoc, COCTaBJICHHE
CucremaTtuszanus JOKYMEHTOB JIOKYMEHTOB
6 [IpakTueckoe 3aHsATHE 1O Teme 6 KoHTpobHEIE BOIPOCH 115
CoBpeMeHHbIE cHOCOOBI M TexHuMKa cosmanus | 2/-/0 | moBTOpeHus1, cocTaBlicHHUE
JIOKyMEHTOB JIOKYMEHTOB
7 | IlpakTuueckoe 3aHATHE 110 TeMe 7 J{enoBble 1 4)-12 CocraBiieHue nucem
KOMMCPUYCCKUC IMMUCbMa
8 | Ilpaktuueckoe 3aHsiTHEe MO TeMe 8§ Ilpasmia CocraBneHue nuceM Ha
1 (GOpPMBI  KOMMEPYECKOH  IIEPENUCKH  C 2/-/0 | uHOCTpaHHOM SI3BIKE
3apy0OeKHBIMH MapTHEpaMu
9 | Ilpaktuueckoe 3aHATHE 1O Teme 9 CocraBneHue JOKyMEHTOB
Koppecnonaenuusi, cBsizaHHas vc MPOBEICHUEM 2/.2
IIEPUOJUYECKUX  MEPOIPUATHM, U  Ipovas
KOPPECTIOHICHIIHSI
10 | IlpakTuueckoe 3aHstHe 10 Teme 10 VYerHbli onpoc
Opranmsamus  paboTel € JOKyMEHTaMH, 2/-10
COJIepKAIIMMU KOH(PUICHITHAIEHBIE CBEJCHHUS
Hroro 3a 7/7cemectp | 28/-/10

[Ipumeuanue: -/-, 06vem uacos coomeemcmeeHHo 0 OYHO, 3A0YHOU POPM 00YUeHUs.
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5.Y4eOHO-MeTOAMUYECKOE 00ecliedeHre CAMOCTOATEIbHO padoThI
0o0yyarumuxcst Mo JUCHHUIINHE

TexHonornueckas Kapra CAMOCTOSITEJILHOM paﬁoTbl CTYACHTA

Kon Hrorosslii CpencrBa u Obbem
peanuzye Bun pestensHOCTH CTYEHTOB MPOIYKT TEXHOJIOTUHU 4acoB
Mo (3a1aHUS HA CAMOCTOSITEIILHYIO pa0d0Ty) | CaMOCTOSTEITHHON OIICHKH
KOMITETCH paboThI
1007041
OK-4, [ToaroroBka K npakTudeckuM | Pedepar,coobme | CobGecenoBan 31/46
OIIK-6 3aJIaHUSM, MPOMEXYTOUYHOM | HUS, MUCbMEHHAs He, OlleHKa
aTTecraiuu, pedeparoB U COOOIIEHUN paboTa, yCTHBIH | TUCHMEHHON
OTBET paboTHI,
COOOIIEHUS,
pedepara
OK-4, [TpumepHBIid TepedeHb MpakTHYecKHX | ['pynmoBoe wim Omnenka 31/46
OIIK-6 3aJlaHuM U1 CaMOCTOATEIbHONU paboOThl | UHIUBUIYATbHOE HanKu
[0 TIOJITOTOBKE JOKYMEHTOB B IIAIKy 3aJlaHue «emo»
«Jlemo»
Hroro 3a 7/7cemectp | 62/92

Pexomenayemas smreparypa: 1, 3,9
HNuTepHeT-pecypcesl:

l.T'apant [DnekTpoHHblii pecypc]
http://www.garant.ru/. — 3ara. ¢ skpaHa.

uHbpopM. — TmpaBoBoi mopran. — Pexum goctyma:

2. lenonpou3BoACTBO [ DJIEKTPOHHBIN pecypc] : sypHair. — Pexum goctyna: http://www.top-
personal.ru/officeworks.html. - 3arn. ¢ skpana.

3.Jlenonpon3BOICTBO U TIOKYMEHTOOOOPOT Ha MPEeANPUATUH [ DIEKTPOHHBIN pecypc] : KypHal. —
Pexxum noctyna: http://www.delo-press.ru/journals.php?page=documents. — 3ari1. ¢ skpaHa.

4. M3natensckuit 1oM «I peGeHHUKOBY [ DNeKTpOHHBIN pecypc]. - Pexum goctyna:
http://www.grebennikov.ru/. — 3ar:. ¢ skpaHa.

5.Koncynprantllntoc [OnexkTponnsiit pecypce] : obunmansubiil cadt komnanuu «Koncymnbrantllnrocy.
— Pexxum mocryna: http://www.consultant.ru/. — 3ari. ¢ skpana.

COJIEP)KAHME 3ATAHUM 111 CAMOCTOSTEJBbHOMN PABOTBI

CamocrodTenbHas paboTa CTYJEHTOB OCYLIECTBISETCS BO BHEYPOUHOE BPEMS 0/ KOHTPOJIEM
IpenojaBaTesis B 4achbl KOHCYJIbTALUH.

CamocrosaTenbHOM paboTol CTyIEHTHl 3aHMMAIOTCs B TeUeHHE Bcero Kypca odydenus. OHa
IpelycMaTpUBaeT U3yyeHUe 3aKOHOB, HOPMATUBHBIX MPABOBBIX AKTOB U METOAMYECKUX JTOKYMEHTOB,
perIaMeHTHPYIOLINX TEXHOJOTHIO CO3AaHus, 00pabOTKH, XpaHEHHUS U HCIIOJIb30BaHHs JOKYMEHTOB B
TeKyIIeH JeATeIbHOCTH YUPEXKJACHUHN, a Takxke padoTy ciy:KObl A€TONPOU3BOACTBA Ha MPENIPUATHIX
Poccuiickoit ®enepauuu, u3yueHHe 3apyOeKHOTO OINbITA B YAaCTH BEICHUS M perjiaMeHTalluu
JIEJIONPOU3BO/ICTBA.

CamocrodTenbHas paboTa CTyI€HTOB BKJIIOYALT:

- WU3y4YyeHHE CTYJEHTOM TEM, COOTBETCTBYIOUIMX Yy4eOHOMY TIUIaHy JMCLMILIUHBL,
CaMOCTOSITENIFHO 110 MaTeprajaM y4eOHOH, HaydHOH M HOPMAaTHUBHOM JTUTEPaTyphl, pEKOMEHI0BAaHHON
paboueit mporpaMMon TUCIUIUINHEL;

- NOATOTOBKY K MPAaKTUYECKUM M CEMUHAPCKUM 3aHATHUSAM I10 COOTBETCTBYIOIUM TEMaM;



http://www.garant.ru/
http://www.top-personal.ru/officeworks.html
http://www.top-personal.ru/officeworks.html
http://www.delo-press.ru/journals.php?page=documents
http://www.grebennikov.ru/
http://www.consultant.ru/
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- IOJATOTOBKY CTYIEHTOM JOKJIa/J0B, COOOLIEHUH, MHAMBHIYalbHbIX pabOT IO BOIpOCaM
COOTBETCTBYIOIUX TEM, OTPAXKAIOIIUX Pa3IMYHbIC MPOOIEMBI 1 OCOOCHHOCTH TEXHOJIOTUU CO3JaHMA,
00pabOTKH, XpaHEHUS U MCII0JIb30BaHMsI JOKYMEHTOB B TEKYILIEH NEATEIbHOCTH YUPESKICHUMN, a TAKKe
paboThI CiTyKOBI IETONPON3BOACTBA Ha MPEANPUATHX, Kak B PD, Tak u 3a pybexom;

- BBINIOJIHEHHUE 3aJJaHUI CaMOCTOSATENBHO 10 TEMaM Kypca.

Bonpiiyto yacTh 1OKYMEHTOB CTYAEHT JOJIKEH BBIIOIHATH HA JIOMAIIHEM KOMIIBIOTEPE UIIH BO
BpeMs1, OTBEAECHHOE JIsl CAMOCTOSITEIbHOW PabOThl B KOMIIBIOTEPHOM KJIaccCe.

PesynpTaTtoM camoOCTOATENBbHONW pabOTHl CTYAEGHTOB JOJDKHA SBISATHCS IallKa JTOKYMEHTOB,
Oo(OpPMJICHHBIX B JI€J10 110 IpaBWJIaM OpraHM3alldd JTOKyMEHTO0OOpOTa, MpejcTaBisieMas KaKAbIM
CTYJEHTOM JI0 3a4ETHON HEAEIH (MU TPYIIION CTYIEHTOB 110 YCMOTPEHUIO MIPENOJaBaTes).

Tembl pedepaToB, JOKJIAA0B U BO3MOKHBIX IyOJIMKAIIUI

. Uctopus pa3Butus aenonpousBojactsa B Poccun.

. CoBpeMeHHbIe CpPeJCTBA JOKYMEHTHPOBAHUS YIPABICHYECKOMN 1A TEIbHOCTH.

. Oco0eHHOCTH BCKPBITHS KOPPECTIOHACHIINH.

. HopmatuHo- npaBoBast 6a3a J0KyMEHTHPOBAHHUS YIIPABICHUECKOH NesTeIbHOCTH.
. UHpOpManmoHHO-TTONCKOBAs CUCTEMA MPEAIPUSITHSL.

. OCOOEHHOCTH JOKYMEHTUPOBAHMSI ITPOLIECCOB JIBUKEHUS KaJPOB MPEIIPUATHUS.

. ApX1UBHOE XpaHEHHE JOKYMEHTOB.

. KonpunennuanpHoe 1e10npou3BoJICTBO.

. CoBpeMeHHbIe poccuiickue kiaccuukaTopsl HHGOPMALUK U UX POJIb B JOKYMEHTHPOBAHUH
yIIpaBJIEHYECKOH 1A TETbHOCTH.

10.9xcnepTr3a JOKYMEHTOB M YCTAaHOBJICHUE CPOKOB XPAHEHHS.

O 0N U1 WN —

NuauBuayanbHblie (TPyNnnoBbie) 3a1aHus ISl CAMOCTOSITEILHOI padoThI

3ansaTue 1. JlokyMeHT U CHCTeMbI TOKYMEHTALUH

3aganue 1.

CocraBbTe cxeMy, XapaKTepU3YIOIIYIO Tallbl pa3BUTHUS JEIONPON3BOIcTBA B Poccum.

3aganue 2.

CocTaBbTe CpPaBHUTENbHYIO TaOMUIly JUIsl MOHATHN «yHUPHUKAIUS» U «CTaHAApTU3ALMS» B
JIEIIONPOU3BOJICTBE, PACKPHIBAIOIIYIO UX CXOJCTBA U OTJIUYHSI.

Jluteparypa: 1-4, 5-9.

3ansaTue 2. YnpaB/eH4ecKasi JOKyMeHTalusl
3aganue 1.
[TpuBenute mpuMepsbl 0OPMIIEHHS 1T B PA3IMYHBIX JOKYMEHTaX.
3aganue 2.
CocraBpTe U odopMuUTE TaONUIly aHATUTHYECKUX HaHHbIX. CopmynupyiiTe BBIBOABI MO
NPEe/CTaBICHHBIM AaHATUTHYECKUM JTAaHHBIM.
Jluteparypa: 1-4, 5-9.

3aunsrue 3. CocraBjienue u opopMiieHre OCHOBHBIX IOKYMEHTOB

3ananmue 1.

Pa3zpaboraiiTe Mon0KEeHHS O TUIAHOBO-DPKOHOMHYECKOM OT/IeJe, OT/ACNIC MapKETHHTa, OTJEese
cObITa, OyXTanTepuu, TEXHOJOTMYECKOM OTAeNe, OTAeNe KadyecTBa, oOThaene WH(OpPMAIMOHHON
0€30macHOCTH, OT/ENE MPOJIaXx, PUHAHCOBOM OTJENE, TPAHCIIOPTHOM OT/IENe, OT/ACNC JOTUCTUKH U T.
.

3ananmue 2.

Pa3paboraiiTe MODKHOCTHBIE HMHCTPYKIHMH: PaOOTHHKA TJIAHOBO-KOHOMHYECKOTO OTAeNa,
paboTHMKA OTIe’na MapKEeTHHIra, SKOHOMHCTAa 10 TpyAy, CHEeNHaTucTa Mo HH(OPMALUOHHON
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0€e30I1acCHOCTH, MEHeKepa OTAea MPOoJaX, SKOHOMHUCTA- MaTepHalucTa OyXralaTepuu, MHCIIEKTOpa
OTJIel1a KauecTBa, TEXHOJIOTHYECKOT0 OT/IeNa U T. 1.

3aganue 3.

CocraBbTe J1Ba MPUKa3a 0 OCHOBHOM JIEATEILHOCTH MPEIIPUSATHS.

3aganue 4.

CocTaBbTe HECKOJIBKO CIIPAaBOYHO-MH(POPMAITMOHHBIX TOKYMEHTOB.

3aganue 5.

CocTaBbTe MOJHBIN KOMIUIEKT JTOKYMEHTOB JIMYHOTO MPOUCXOXKIACHUS, YIUTHIBAIOIIUX MPUEM
Ha JIOJDKHOCTb, IIE€PEBOJ BHYTPH OpraHU3alMM, YBOJbHEHHE C O(OpPMIIEHHUEM 3alucedl B TPYIOBOMH
KHHUKKE.

KommiekT BKiIO4aeT ciaeyonue JOKYMEHTHI:

—  pe3loMe;

—  3asBIICHHUE;

— aHkera (aBTOOHOTpadus);

— TPYZAOBOM JOrOBOp;

— TIpHKa3 O IpUeMe;

—  3aIUCh B TPYAOBOM KHUXKKE;

— odopmIIeHHE THYHON KapTOUYKH U JIMYHOTO JIENa;

— 3asBJIEHHE O IepeBoJie (IOKJIaHAas UM caykeOHasl 3alKcka HadalbHUKA MOApa3esIeHHs O
nepeBoJie pabOTHHUKA HA IPYTYIO JOJDKHOCTD);

— IIpHKa3 O MepeBO/IE;

— 3aHECCHHE 3aIUCel B TPYIOBYIO KHM)KKY M JJMUYHYIO KAPTOUKY;

— 3agBieHHe 00 yBOJbHEHUM (JOKJIAJAHAas WIM CiIyXeOHas 3alucKa HayaJbHUKA
MOJpa3ieNieHus1 00 YBOJIBHEHNU paOOTHHUKA C YKa3aHWEM OCHOBAHUS WIIM IPHYUHBI);

— IIpuKa3 00 yBOJIbHEHUU;

— 3aHECCHHE 3aIlUCEH B TPYIOBYIO KHMKKY M JIMYHYIO KAPTOUKY.

Jluteparypa: 1-4, 5-9.

3anstue 4. Opranusaunus J0KyMeHT0000poTa

3aganue 1.

CocraBbTe noknan Ha TeMy «OCOOEHHOCTH BCKPBITHS KOPPECTIOHACHIIUN.
3aganue 2.

CocraBbte nokiaz Ha TeMy «HPOpPManOHHO-TTIONCKOBAsI CHCTEMA MTPEIPUSTHS.
Jluteparypa: 1-4, 5-9.

3ansaTue 5. Cucremarusanusi A0KyMEHTOB

3aganmue 1.

Odopmute TUTYIBHBIN JIUCT J€N1a 7S Iepelaun B apXHB.
3aganue 2.

CocTaBbTe HOMEHKJIATYPY J1€J1 MAJIOTO MPEeANPUITHUS.
Jluteparypa: 1-4, 5-9.

3ansaTue 6. CoBpeMeHHBbIE CTIOCOOBI M TEXHUKA CO31aHHUS JOKYMEHTOB

3aganue 1.

Oprann3zoBaTh HMHTEPAKTHUBHOE IPOM3BOJCTBEHHOE COBEIIAHME C IIOMOILBIO IaKeTa
npuKiIaaHbIX nporpamm Outlook.

Jluteparypa: 1-4, 7-8.

3ansaTue 7. /lesioBbIe M KOMMepYecKHe MHCbMA

3ananue 1.

CocraBbTe NHUCHMO-OTBET npeAnpusaTHs «Caili» Ha MpockOy CTPOUTENBHONH MOHTAXHOM
bupmbl «AnTIe» pa3pabdoTaTh MPOEKTHO-CMETHYIO JOKYMEHTAIMIO HA CTPOUTENIBCTBO KUJIOTO IOMa B
noc. Koueneso.

3aganue 2.
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CocraBpTe mHCBMO-TIpochOy  Camapckoii  MHKYOATOPHO-TITMIICBOJYECKOW  CTAHIMU B
00JTaCTHYIO aIMUHHUCTPALIMIO O BBIACICHUN CPENICTB U3 00JIaCTHOTrO OrokeTa B cymme 150 MutH. pyo.
J10 Hayaja peaau3aluy MOJIOAHSIKA ITULIBI HACEIICHUIO.

3aganue 3.

CocTtaBbTe COBMECTHOE MHCbMO-OTBET OOJIACTHOTO YIPaBJICHUS 3APABOOXPAHEHUSA U
yrpaBieHus: (UHAHCOB M HAJIOTOBOW MOJUTHKH afMHUHHUCTpauuu LleHTpanpHoro paiiona r.0. ToapsaTTu
O BBIJICJICHUU JIOTIOJIHUTEIbHBIX ACCUTHOBAHHMM M3 00JaCTHOTO OIO/PKETa Ha OKa3aHWe MEIUIIMHCKOM
MIOMOLIY XKUTEJIAM paiioHa.

3aganue 4.

Cocraspre nmucbMo OO0 «CamuHTek» B KOMUTET BHEIIHEIKOHOMUUECKUX cBsi3el Poccuiickoit
@Denepalliil O HAIMPABJICHUAX CBOEH JEATEIBHOCTH M C MPOCHhOOIl O BBIIEIEHUN KBOTHI Ha HKCIOPT B
2018 1.

3ananme S.

CocraBbTe MUCHBMO-IIPOCHOY CaMapcKOro TYpHUCTUYECKOIo LieHTpa «Bosrapp» B KOMHUTET IO
BHEITHE3KOHOMHUYECKON JEATEIIbHOCTH aJIMUHUCTPALIMU 00JIACTH € MPOCHOON BBIJECINUTD JTUIEH3UIO Ha
BbIBO3 B 2018 r. neca B JlutBy B kommuectBe 5000 ky0. M, Tak Kak OJHHUM U3 YCIOBHH MOCTaBKU
mMebenu il TYPUCTHYECKOTO0 KOMIUIEKca B BOJDKCKOWM 30HE OTIbIXa SBISETCS BCTPEYHAs IMOCTaBKa
aeca.

Jlureparypa: 1-4, 5-9.

3anstue 8.IlpaBuia u popMbl KOMMepUeCKOi MePenucKy ¢ 3apydeKHbIMU NaAPpTHEPaAMH

3aganme 1.

CocraBbTe THCHMO-TIPOCKOY KoMMepueckoro npeanpustus «Ctwib» (paHiy3ckoi Qupme
«lvesRoche» o mocTaBke My»KCKHX U JKCHCKHX KOCMETHYECKHX CPEJICTB.

3ananme 2.

CocraBpTe MH(OPMAIIMOHHOE MHCbMO KoMMepueckoil ¢upmbl «llluk» Hemeukoit ¢upme
«IBap1» 0 BO3MOKHOCTH MPOJAKU BOJOIMYIHCHOHHON KPACKH.

Jluteparypa: 1-4, 5-9.

3ansaTue 9. KoppecnonaeHuus, cBI3aHHAs ¢ IPOBeACHUEM NMEPHOANYECCKHX MEPONPHUATHIA,
U NIpoYasi KOppecnoHAeH s
3aganue 1.
Hanmmmure mmcbMo ACJIOBBIM TMapTHEpaM C MNPUTIIAIICHUEM IPUHATHL Y4aCTHEC B BBICTABKC
IIPOJIOBOJILCTBEHHBIX TOBAPOB.

3aganue 2.

CocTaBbTe MO3IPaBUTEIBHYIO TEIETPAMMY.

3aganue 3.

Hanummre 351eKTpOHHOE MMCHbMO ¢ KOMMEPYECKUM NPEIJIOKEHUEM.

Jluteparypa: 1-4, 5-9.

3ansaTue 10. Opranuszanusi padoTbl ¢ JIOKYMEHTAMM, COJAEPKAMUMHE KOH(PUIeHIIHATbHbIE

CBeIeHH A
3aganme 1.
JlaiiTe XxapakTepuCTHKY KOH(UIECHITNATBHBIX JOKYMEHTOB.
3aganme 2.

CocTaBbTe CPaBHUTENBHYIO TaOJUIy OCOOEHHOCTEHW pabOTHl C BXOJSAMIMMHU U HUCXOASIIUMU
KOH(HICHIIHATHHBIMHI TOKYMEHTaMH.
Jluteparypa: 1-4, 5-9.
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6. MeTtonuyeckue yKa3aHus sl 00y4al0IUXCHA M0 OCBOCHUIO TUCHMILIHHBI

NHHOBAIHOHHBIE Oﬁp a30BaTEJbHbIC TEXHOJOI'HHA

Bun oO6pazoBartebHBIX
TE€XHOJIOTHI, CPEJICTB
nepeayu 3HaHHH,
(dhopMUpOBaHHS YMEHUH U
NPaKTUYECKOTO OMBITA

Ne TeMbl / TEMA NEKIINU

Ne mpakTrueckoro
(cemuHapcKoro)
3aHATHUS/HAMMEHOBAHUE TEMBI

Jlexuus-nuckyccus

Tema 2: YnpaBneHueckast
JTOKYyMEHTAIHS

3anstue 2. YipaBieHuecKas
JOKYMEHTAIUs

3ananue 1.

[TpuBenure MPUMEPBI
oopmIleHUsT J1aT B PA3IAYHBIX
JOKYMEHTAaX.

3ananue 2.

CocTtaBbTe U 0dopMuUTE TAOIUILY
AHATTUTHYECKUX JTAHHBIX.
Cdhopmynupyiite BBIBOABI  I10
MPeCTaBICHHBIM
aHAJIMTUYECKUM JIaHHBIM.

Ob6cyxaenue npoOIeMHOM
CUTyalHUu

Tewma 3: CoctaBienue u
odopMmIIeHHE OCHOBHBIX
JIOKYMEHTOB

3ausatue 3. CocTaBieHue U
oopmIIeHE OCHOBHBIX

JTOKYMEHTOB.
3aganue 5.

CocTaBbTe€ TIIOJHBIA KOMILIEKT
JOKYMEHTOB JINYHOT'O

IIPOUCXOXKICHMS, YUUTHIBAIOLIUX
IIPUEM Ha JOJDKHOCTb, IMEPEBOJ
BHYTPH OpraHu3aluy,
YBOJBHEHHE C O(QOpMICHHEM
3amuceil B TPYAOBOW KHUXKKE.

3anstue 6 .CoBpeMeHHbIE
CIIOCOOBI U TEXHUKA CO3IaHUs
JOKYMEHTOB

Tewma 6:CoBpemenHbIe ciocoObl | 3amanue 1.
Y TEXHHUKA CO3aHuUs OpraHu3oBaTh  HWHTCPAKTUBHOE
Pa300p KOHKpETHBIX
S JTOKYMEHTOB MIPOM3BOJICTBEHHOE COBEIIAHUE C
y MOMOIIBI0 TIAKeTa TMPHUKJIAIHBIX
nporpamm Outlook.
Crayig-nexmnus TeMBI: 1-2
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B navame cemecTtpa cTyaeHTaM HEOOXOJUMO O3HAKOMHTHCS C TEXHOJIOTMYECKOW KapTOu
JTUCUUILIMHBI, BBISICHUTH, KAKUE PE3YJbTaThl OCBOCHHUS NUCLUMIUIUHBI 3asBICHBI (3HAHUS, YMEHUS,
MPAKTUYECKU OmbIT). IJis yCHEIHOrO OCBOSHMS AUCLUUILUIMHBI CTYIEHTaM HEO0OXOIUMO BBIINOJIHUTH
3a/laHusl, IPeIyCMOTpEeHHbIe pabodeil y4eOHOU MpOorpaMMOiN JAMCHUILIMHBI U TPOUTH KOHTPOJLHBIC
TOYKH B CPOKH, YKa3aHHbIE B TexHoyormueckoil kapre (pasmen 11). Ot xadecTBa M MOJHOTHI HX
BBITIOJTHEHMSI OyAeT 3aBUCETh YpPOBEHb CGHOPMUPOBAHHOCTH KOMIICTCHIIMM W OIICHKA TEKYyIIeh
ycreBaeMoCTH Mo jaucuuiuinHe. [lo uTtoram Tekyiied YCHneBaeMOCTH CTYIACHTY MOXET ObITh
BBICTABJIEHA OLIEHKA MO MPOMEXYTOYHOW aTTECTALMH, €CIHA 3TO NPEAYCMOTPEHO TEXHOJIOTMYECKOU
KapToi AucuUIIMHBL. CHUCKK Yy4eOHBIX MOCOOMi, HAyYHBIX TPYJIOB, KOTOPHIE CTYACHTaM CIlIeAyeT
MPOYECTh M 3aKOHCHEKTUPOBATh, TEMbl MPAKTUYECKUX 3aHSATHUH M BOMPOCHI K HHUM, BOIPOCHI K
muddepeHIIMPOBAaHHOMY 3a4eTy U Apyrue HeoOXOoJuMbIe MaTepuasbl yKa3aHbl B pa3pabOTaHHOM IJis
JAHHOW JUCIMILTUHBI y4eOHO-METOIMIECKOM KOMIUICKCE.

OcHoBHOH (QOpMOI OCBOEHUS JUCIUILIMHBI SBJISETCS KOHTaKTHas paboTa ¢ MpernogaBaTesieM -
JEKIMH, TPAKTUYECKUE 3aHATHS, KOHCYJIbTAlMU (B TOM YHCIE HHAUBUIAYaJIbHBIE), B TOM YHUCJE
IIPOBOJIUMBIE C IPUMEHEHUEM AUCTAHIIMOHHBIX TEXHOJIOTUH.

[lo pgucuumauHe 4dYacTh TeM  (pa3lenoB) M3y4yaeTcsl CTYJEHTaMH CaMOCTOSITENIBHO.
CamocTtosaTenbHas paboTa HpeaycMaTpUBaeT MOJATOTOBKY K ayAHTOPHBIM 3aHSITHIM, BBINOJHEHUE
3aJ1aHiil  (MMCbMEHHBIX PadO0T, TBOPYECKUX MPOEKTOB U [Ip.) MOATOTOBKY K IPOMEKYTOUHOH
arrecranuu (IupPepeHIIMPOBAHHOMY 3aUETYy).

Ha JexkuMoHHBIX # TNPaKTHUYECKUX 3aHSATUSAX, BBIPA0ATHIBAIOTCSA HABBIKM W YMEHHS
0o0y4Jaromuxcsi MO0 MPUMEHEHUIO TOJIYYEHHBIX 3HAaHUM B KOHKPETHBIX CUTYallUAX, CBS3aHHBIX C
Oynymieii mpodecCHOHANBHON JEITeIbHOCTRI0. [10 OKOHYaHWM W3YyYeHUs AWCIUILINHBI TIPOBOJIUTCS
npoMexyTouHast arrectanus (quddepeHMpoBaHHbIH 3a4eT).

Perynsprnoe mocemieHne ayaMTOPHBIX 3aHATHH HE TOJBKO CHOCOOCTBYET YCIHEITHOMY
OBJIAJICHUIO 3HAHUSIMU, HO U TIOMOTaeT OPraHMW30BaTh BpeMs, T.K. BCE BUIbl Y4YEOHBIX 3aHATUN
pacnpeneseHbl B CEMECTPE MIIAHOMEPHO, C YIETOM HEOOXOUMBIX BPEMEHHBIX 3aTpar.

IIpu npoBeneHnH 3aHATUN UCIIOJIB3YIOTCS CIIANI-JIEKIIUU 110 BCEM TeMaM JIUCLUILUIMHBIL.

6.1 Meroauyeckue ykKazaHusi AJas OOYYAKOIIMXCH MO OCBOCHUIO /JUCHUILIMHBI Ha
NPaAKTHYECKUX 3aHATHAX

[TpakTHveckue 3aHATHS 00YJIAFOIIUXCST 00SCIICUNBAIOT:

- IPOBEPKY M YTOUHEHUE 3HAHUIL, MOYUEHHBIX Ha JICKIIHSIX;

- TIOJyYEeHHE HABBIKOB COCTaBJICHHS JIOKIATOB M COOOUICHHH, OOCYXJEHHUS BOIPOCOB IIO
yueOHOMY MaTepuany AUCHUTIINHBL;

- 00CyXJIeHHE BOIPOCOB B ayAUTOPHHU, PA3JACICHHOW Ha Tpynmbl 6 - 8 oOydwaromuxcst b0
WH/IUBUYaJIbHBIX;

- BBITIOJTHEHUE TIPAKTUYECKUX 3a/IaHUH TI0 COCTABIICHUIO U 0(POPMIICHHUIO TJOKYMEHTOB;

- TIOJIBEJICHNE UTOTOB 3aHATUN MO PEHUTHHTOBOW CHCTEME, COTJIACHO TEXHOJOTHYECKOW KapTe
JAUCHUITIINHBI.

Copeprxanue 3afaHuH 1JI51 IPAKTHYECKUX 3aHATHI
IIpakTnyeckoe 3ansaTHe M0 TeMe 1. JIOKyMeHT M cMCTeMBbl JOKYMEHTAaUH

Bonpocwt ons 0bcysrcoenus:

Yrto Takoe JOKYMEHT M KaKOBBI €ro () yHKITUHU?

Yro Takoe JeTONpPOrU3BOACTBO U JOKYMEHTUPOBAHHOE 00eCIIeUeHIE YIIpaBICHUS?
Kakwue sTamnsl cTaHOBIIGHUS TIEPEKUIIO IETONPOU3BOICTBO B Poccuu?

Yro Takoe «crucTemMa JOKYMEHTAII» U «YHHU(PHUIIMPOBAHHAS CHCTEMA JOKYMEHTAIIUN?
. B uem 3akmiouaercs cyTh yHU(DUKAIIMY U CTAaHIAPTU3AINH B JIETOMPOU3BOJICTBE?
Jluteparypa: 1-3, 8, 9,

AR A

IIpakTH4eckoe 3aHsATHE IO TeMe 2. YIpaBJIeH4YecKasi JOKYMEeHTauus
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Bonpocul ons 06cycoenus:

1. KakoBo naznayenne [OCT P 6.30 — 20037

2. KakoB cocTaB pekBu3uToB, onpenensieMsrx 'OCT P 6.30 — 20037

3. Yro npeacraBisieT co0oi OaaHK ToKymMeHTa?

4. KakoBbl TpeOOBaHUS K HM3TOTOBIICHHUIO, YY€Ty, UCIOJIB30BAHUIO U XPAHEHHUIO OJIAHKOB C
BocnpousBeneHueM ['ocynapcrBenHoro repba Poccuiickoit denepanuu u rep6boB CyObEKTOB
Poccuiickoit ®deneparuu?

5. Kakue MexcTpouHble UHTEPBAJIbI MPUMEHSIOTCS TPU 0(OPMIICHUH PEKBU3UTOB?

6. Kakue pazmepsl Oymaru paspenieHbl K MpUMEHEHHUIO B ACIOMPOU3BOICTBE?

7. Kakue pa3mepsl oJel UCOJIb3YIOTCS B JOKYMEHTaX?

8. Kakue crioco6b1 nmpuMeHstoTest mpu 0hopMIIeHUH 1aT?

9. Kak odopMIIIIOTCS B JOKyMEHTaX TaOIUIbI U BHIBOJIBI?

Jluteparypa: 1-4, 8, 9.

IIpakTuyeckoe 3ansaTue no teme 3. CocraBienne u opopmiieHHe OCHOBHBIX IOKYMEHTOB

Bonpocul ons ob6cyscoenus:

1. Kakue 10KyMeHTbI OTHOCATCS K OpraHU3alliOHHbIM?

2. B yem 3akio4aercsi 0COOCHHOCTh O(hOPMIICHHUS 3ar0JIOBKa K TEKCTY B OPraHM3alMOHHBIX
JOKyMEHTax?

3. Korga oprann3anuoHHbIe JOKYMEHTBI TPUOOPETAIOT IOPUIHUECKYIO CHITY?

4. Kak cTpouTcs TEKCT B OPraHU3al[MOHHBIX JOKYMEHTax?

5. Kak nonro nedcTByeT OpraHu3allMOHHBIM JOKYMEHT? MOXKHO JIW BHOCUTH M3MEHEHHUS B
TEKCT OPraHU3allMOHHOTO JOKYMEeHTa?

6. Kakue cBesieHus JOKHBI COAEPKATHCS B TEKCTE YUPEAUTEIbHBIX TOKYMEHTOB?

7. C KaKkoil Lenbio CO3/4at0TCs TUIIOBBIE U IPUMEPHbIE OPraHU3aLMOHHBIE JOKYMEHTHI?

8. KakoBa cTpykTypa TeKcTa MmojoxKeHus 00 opranu3anuu’?

9. B 4eM cOCTOMT pa3inyMe TaKMX AOKYMEHTOB, KaK IITATHOE DPACIUCAHUE U CTPYKTYpa,
HITaTHAasl YUCIEHHOCTh?

10. TloueMy HOMKHOCTHAsE HHCTPYKLHS HE COCTaBISAETCS I KaTETOPHUM  CIIY’KaIUX
«pykoBoauTenn»? UTo AOMKHO COAEPKATHCS B TEKCTE KaXKI0T0 pasjiena JOKHOCTHOM HHCTPYKLIUU?

11. Kakue BHIOBl OpraHU3allMOHHO-PACIHOPAIUTENBHBIX  JOKYMEHTOB  OTHOCITCS K
pacnopsAUTEIbHbIM?

12. ITouemy pacniopsiiuTeNbHBIE JOKYMEHTBI OTHOCSTCS K IIPABOBBIM aKTam?

13. Korna pacnopsiiuTeNbHble JOKYMEHThI BCTYNAIOT B CHILY?

14. Kak paznnuatotcs 1o chepe AeUCTBUS pacopsIuTeNbHbIE TOKYMEHTHI?

15. Yrto siBnsieTCcs OCHOBAHUEM [Tl PACTIOPSAUTENIBHOTO IOKYMEHTa?

16. Kak cTpouTCsl TEKCT pacoOpsiAUTEIBLHOTO JOKYMEHTA?

17. Kakue opransl IpUHUMAIOT IOCTaHOBJIEHHE?

18. B kakoii ¢popme n31at0TCsl COBMECTHBIE PACTIOPSIUTENBHBIE JOKYMEHTHI?

19.11o xakuM BompocaM U3AA0T PACHOPSIKEHUS U yKa3aHUs?

20. Kakue JOKYMEHTBI OTHOCSTCS K IPYIIIE CIPaBOYHO-UH(POPMALMOHHBIX?

21. Ha xakux OnaHkax opOopMIISIFOTCS CIIPaBOYHO-MH(POPMAIIMOHHBIE IOKYMEHTHI?

22. Kaxue ObIBalOT BU/IbI IPOTOKOJIOB, U YEM OHU OTIMYAIOTCS APYT OT Apyra?

23. Kak odopmiisercst BHENIHIS JOKJIaIHAS 3aTUCKa?

24. YTo BXOIUT B COCTaB KaJpOBOH TOKyMEHTALIUN?

25. Kakas moxymeHTaIus UCIOIb3yeTCs TP MMpueMe Ha paboTy?

26. Kakumu jokymMeHTaMu oopMIIseTcs nepeBoj paboTHUKA?

27. KakoB cocTaB JOKyMEHTAINH, HCTIOJIB3YyEMOM TTPU YBOJILHEHUN pabOTHUKA?

28. KakoBbl 0COOEHHOCTH OQOPMIICHHSI TPUKA30B MO JTUYHOMY COCTaBy?
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Ipaxmuueckue 3a0anus:

1. PazpaOoraiiTe MOJIOKEHUSI O IUIAHOBO-KOHOMHUYECKOM OT/EJNe, OTIeNie MapKeTHHTra,
otene cObiTa, OyXralTepuu, TEXHOJIOIMUYECKOM OT/AeNe, OTAeNe KauecTBa, oTaene HH(HOpMalnOHHON
0€3011aCHOCTH, OTAEJe MPOAaXK, (PUHAHCOBOM OTEINE, TPAHCIIOPTHOM OT/EIE, OT/eNe JIOTUCTHKH U T.
.

2. PaspabotaiiTe TOMKHOCTHBIE MHCTPYKLMHU: paOOTHHUKA IJIAHOBO-3KOHOMHYECKOTO OT/IENa,
paboTHMKA OTJesila MapKeTHHra, SKOHOMHCTa MO Tpyay, OTAenda UH(OPMAIMOHHOW 0e30MacHOCTH,
oTJeNa MpoJax, OyxraaTepuu, OTJella KauecTBa, TPAHCIIOPTHOIO OT/ENA, OTJENA JOTMCTUKH U T.I1.

3. CocraBbTe 1Ba MpUKa3a M0 OCHOBHOM JIEATEIbHOCTH MPEATIPUSITHS.

4. CocTaBbT€ HECKOIBKO CIIPABOYHO-UH(OPMAIIMOHHBIX JJOKYMEHTOB.

5. CocraBbTe MOJHBIA KOMILUIEKT JIOKYMEHTOB JIMYHOTO MPOUCXOXKJIEHUS, YUUTHIBAIOLINX
IpUeM Ha JOJDKHOCTb, MEPEBOJA BHYTPU OpraHU3allH, YBOJbHEHHE C O(OPMIICHHEM 3amuceil B
TPYAOBOM KHIKKE.

KoMIUIEKT BKIIIOYAET Ciae1yroIMe JOKYMEHTHI:

—  pesioMe;

—  3asBIICHUE;

— aHnkerta (aBToOuorpadus);

—  TpyZIOBOH KOHTpPAKT;

—  TPHKa3 O MPUEME;

—  3aIUCh B TPYAOBOIN KHUXKKE;

—  ojopMIIeHHE TUYHON KApTOUKH U JIUYHOTO JIeN1a;

—  3asBJIEHUE O NIEPEBOJIE (JOKIAIHAs WIN CiIy)KeOHas 3arycKa HadaJlbHUKA [T0/Ipa3/IeJICHUs O
nepeBojie pabOTHUKA Ha APYTYIO TOJKHOCTD);

—  IIpUKa3 O IEPEBO/IE;

—  3aHeCeHHE 3aMuceil B TPYIOBYIO KHIDKKY U JINYHYIO KapTOUKY;

— 3agBiieHMe OO0 YBOJbHEHMM (JOKJIAAHAs WM CIOy)KeOHas 3alucka HayalbHHKA
nozipaszzenenus o0 yBoJIbHEHIH paOOTHUKA C YKa3aHHEM OCHOBAHMS UM PUYHHEI);

—  1puka3 o0 yBOJIbHEHUH;

—  3aHECEHUE 3aIUCEHl B TPYIOBYIO KHI)KKY U JINUHYIO KapTOUKY.

3aoanus ona cocmasnenuss NPUKA308 N0 OCHOBHOU OesIMelbHOCMU NPEeONPUAIMUSL:

1. CocraBpTe MpUKa3 MO CTPOUTEIHHOW OpraHU3alMU O CPBIBE CPOKOB ClIayd JOMa IO
IPUYMHE HECBOEBPEMEHHOI'O BBIIOJIHEHHUS pabOT MO JIEKTPOMOHTaXy. [IpuunHOI nmprocTaHoOBIEHUS
paboT ABUIOCH TO, YTO areHT MO CHAOKEHUIO AJIEKTpoMaTepualaMy He BhILIEN Ha padoTy, B CBSI3U C
4yeM MpeanpusaTue He MOIY4MsIo B yCTaHOBJIEHHBIH cpok 300 merpoB kabens. B pacnopsautenbHOM
YacTH MPHKa3a He0OXOIUMO JaTh YKa3aHHE HadaJIbHUKY OT/eJ1a CHA0KEHUs O IPUHATHH MEp B Cllydae
OTCYTCTBUSI paOOTHUKA, HAXOMASIIETrocsl B €ro MOAYMHEHUH; PYKOBOAUTEINIO, OTBEYAIOUIEMY 3a IUIaH
BEJICHUSI CTPOUTEIBLCTBA, — 00 O0(OpPMIIEHUH HEOOXOAMMBIX JOKYMEHTOB O IEPEHOCE CPOKOB CAaydu
00BEeKTA.

2. CocraBpTe mpOEKT Mpukasa 1o (akTy BO3rOpaHUs CKIAACKOrO XO3sicTBa Ha
OPEANpPUSTHA BCIEACTBUE 3aMbIKAHUS MPOBOJKH, B CBSA3M C YeM OpraHu3als IMOHecna ymepo B
pasmepe 100 ThICSTY pyOneid, a CTOPOXK TOJYYHJI HWHTOKCHKAIIMIO yrapHbIM Ta3oMm. B
pacrlopsiAMTENbHOM YacTH INpUKa3a JalTe yKa3aHWE O BBIACHEHWH NPUUYMHBI IMPOMCIIEALIETO HU
MCIIPABIIEHUU JONYLIIEHHBIX OLUINOOK.

3. Hanummure npoekT mpukasa Mo opraHu3alliy, 3aHUMAIOLIENCsl pealn3aluenl 1eTCKOTro
MUATaHUS, TIO TIOBOAY aKkTa Ha B3bicKaHue mTpada B pazmepe 500 Twicsa pyOsei, cOCTaBICHHOTO
ToproBoii MHCHEKIMEH B CBA3M C OOHAPYKEHHWEM B MPOJAAXKe MIOPE C MOBBIIIEHHBIM COAEp)KaHUEM
KOHCEPBHUPYIOIIUX BeliecTB. B pacnopsauTenbHON 4YacTH clieyeT yKa3aTh JOKHOCTHOMY JIUILY,
OTBEYAIOIIEMY 32 NPOBEPKY CepTU(UKATOB, O HEOOXOJUMOCTH MPHHATH MEPHl MO HEJIOMYIIEHUIO
JTAaHHOW CUTYAaIlMU B TaJIbHEUIIEM.

4. CocraBbTe MpUKa3 Mo MICOKOMOMHATY O 3aIlyCKe B TEUEHHUE JIBYX MECALIEB HOBOT'O IIexa
0 MPOM3BOJICTBY Tony(adbpukaToB. B pacnopsauTensHOM YacTH JaiTe ykazaHWe Ha HEOOXOJIUMOCTh
COCTaBJIEHUS IITATHOTO PaclUCaHMs, IPOBEIEHU HA0Opa CIENUATNCTOB, OpPraHU3alUN 00yUeHHUSI.

5. CocraBbTe MPOEKT NpPHKa3a IO CO3JAHMI0 OTJelda MApKETHMHIa W pEeKJIaMbl Ha
npeanpusthu. Jaiite pacnopspkeHue o Habope Ha KOHKYPCHOM OCHOBE CHEIMATIMCTOB IO JAHHOMY
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HalpaBJICHUIO, COCTaBJIEHUM TIOJOXKEHUS 00 OTHene M JOJDKHOCTHBIX HMHCTPYKLMH, BHECEHUH
U3MEHEHHUS B INTAaTHOE paclucaHue, pacyere 3apabdOTHON IaThl, OOECHeYeHHH MaTepHabHO-
TEeXHUYECKOH 0a3bl /Ui paboThl OTAENA.

6. CocTaBbTe HPOEKT MpHUKa3a MO0 MICOKOMOMHATY O HEPALMOHAJIHHOM HCIIOJIb30BAHUH
OTXOZIOB KOCTEW IOocile cpe3a MsAca. B pacnopsaurenpHONM 4acTH JalTe yKa3aHUE JOKHOCTHBIM
JTUIAM HAWTHU TOTpeOUTeNnei MaHHOW MPOIYKIMH, YCTAHOBUTH IICHY, HanOoJiee yIOBICTBOPSIONIYIO
HOKynaresel, ycTaHOBUTh IpadUK OTIyCKa U TPAHCIOPTUPOBKU MPOAYKIUH.

1. CocrtaBbTe IPOEKT MpUKa3a M0 paboTe CeTH MPOAYKTOBBIX MAara3uHOB O TUIAHUPOBAHHUU
OoTKpeITUs ¢uminana B ropoxae Cei3panb. [laiite yka3aHue o0 HM3ydeHHMH pbIHKA cObITa B JaHHOM
peruoHe, NpeAoCTaBIeHHH UH(OPMAIMK O KOHKYPHPYIOIUX (upMax, BBISCHEHHH CPEIHEr0 ypPOBHS
3apaboTKa MOTpedUTeNeH; YKaKUTE JOJKHOCTHBIX JIULI, OTIPABIISIEMBIX B 3TOT FOPOJ] C KOHKPETHBIMU
3aJaHUsIMA U CPOKaMH HCIIOJHEHHS; PaCIOpSJUTECh O TPOBEICHUM (MHAHCOBBIX pPAcCUyeTOB Ha
pean3anuo 3TOr0 MEPONPUATHSL.

8. CocraBbTe mpHKa3 TeHEpaIbHOTO aupekropa Hemyomuynoro AO «Kopmer» 00
U3MEHEHHHU rpaduka paboThl CIyXKallux oTAena Oyxrantepuu. B KoHCTaTupyromen 4acTi ykaxure Ha
IPOM3BOJICTBEHHYIO HEOOXOAMMOCTh ¥ HAJIMYME JOKJIAJHOW 3alvCKd HadalbHUKA oOTnena. B
pacropsauTeNbHON YacTu oOpaTuTe BHUMaHUE HAa OpPraHU3alllio CBEpXYypOUHOM paboThl B cyOOOTHHE
JTHU U [IPEJIOKEHUS 110 UX OIUIaTe.

9. CocraBbre npuka3 aupekropa HemyonuyHoro AO «CepBHC» O BbIIUIATE JCHEXKHBIX
CpEeACTB Ha KOMaH/AMPOBOYHBIE PacXo/bl y4acTHHKaM Bcepoccuiickoro ¢opyma. JleHexKHbBIE CpeacTBa
JIOJDKHBI OBITh BBIIUIAYEHBI U3 Pe3epBHOro (OHa OIUIAThI TPyJa B pa3Mepe JBYXCOT pyoOieil B 1eHb U
TBICSYH PYOJICH Ha TPAHCTIOPTHBIE PACXOIBI.

10. CocraBpTe MpUKa3 O BHECEHMM  M3MEHEHMM B  ILITATHOE  paclucaHue
[TAO «[Inams» B CcBSI3U C mepenaaycii 00beKTa Ha 00CTY)KUBAHHE BO BHECBEJIOMCTBEHHYIO OXpaHYy.
11. CocTaBbpTe MpUKa3 T€HEPATBLHOTO AUPEKTOpa (UPMBI O JUIICHUU MPEMHUH 3a anpelb

2017 roma B pasmepe 20% pabGorHukoB otnaena Mmapkerunra Jlamuna A.B., Cemosa I1.O. 3a
HEHaJyIeXallee UCIOJIHEHUE CBOMX JIOJDKHOCTHBIX OOS3aHHOCTEH M HApYIIEHUE HCIIOJIHUTENbCKON
JUCIUIUINHBI.

12. CocraBbTe npuUKa3 reHepalibHOTO JUpPEeKTOopa (UpMbl 0 Haka3aHuu BoxuTens Ilerpoa
A.B. Ha ocHOBaHuHU aKTa olleHKH noBpexaeHnit aBToMoomtst BA3 1110 roc. Noe E909MB B pesynbsrate
JIOPOXHO-TPAHCIIOPTHOTO MpouciecTBus. Hakazanue He0OXOIUMO MPOU3BECTH IMyTEM OOBSBICHUS
CTPOTOro BBIFOBOpa U YyJEpKaHUS M3 3apa0OTHOM IUIaThl BOJUTENS JIEHEKHOW CYMMBI B pa3mepe
15000 (matu THICSY) pyOIeH.

13. CocraBpre mpmka3z mgupekropa I[IAO «Xpom» 0 TpeMHUPOBAaHMH pPaOOTHHKOB
¢uHaHcoBo-3KOHOMHYeckoro otaena MeanoBoit A.C., KypuaroBa S.K., MensmoBoit I0.U. u
Coxkomnona E.H. 3a yuactue B exxeronnom gopyme «TexHonoruu u sxkoHOMHKay. [Ipemust BeigaeTcst u3
¢doHIa MaTepualIbHOTO MooIIpeHus B pazmepe 50% exeMecsIuHOro JOHKHOCTHOTO OKJIaja.

14.  CocraBbTe mnpukaz o0 0053aTeNbHOM MPOXOKIEHUH KYpCOB 110 IOBBIIICHUIO
kBamudukanun cekperapeit ITAO «IIpom» B mepuox c¢ 17.05.2018 mo 17.08.2018 mo anpecy:
r. Tonparru, yn. KommyHnucruueckas, a.25.

15.  CocraBbTe MNpHKa3 AUPEKTOpAa MNPEANPUATHS O TNPEMHUPOBAHUU BCEX PAOOTHHUKOB
(UHAHCOBO-?KOHOMUYECKOTO OT/IeNa, CTaX paboThl KOTOPBIX B HenyonnuyHoM AO «BriMmen»
npesbimaer 25 ner. [Ipemus Bbigaercs M3 (OHIA MaTepUAIBHOrO TOOLIpeHus B paszmepe 60%
€KEeMEeCSYHOTr0 JIOJKHOCTHOTO OKJIaja.

16.  CocraBbTe IpHKa3 0 MPEMUPOBAHUHN PAOOTHUKOB MIAHOBO-IKOHOMHYECKOTO OTJeNa 3a
JOCPOYHYIO pa3paboTKy IwiaHa 1o cObITy mnpoxykiuu. Ilpemuss Bwimaercs B pasmepe 40%
€KEMECSIUHOTO JIOJDKHOCTHOTO OKJIaja U3 (POH/1a MaTEpUATIbHOTO MTOOLIPEHHS.

17.  CocraBbTe NMpHKa3 0 pe3yibTaTax PeBU3UU (PMHAHCOBO-XO3SMCTBEHHON AESITEILHOCTH B
2017 r. B [TAO «Bounra-cBsa3b». B koHCcTaTHpyIOLIEi YacTH yKa)kuTe Ha HEOOXOIUMOCTh 00ecTIedeHus
LIEJIEBOI0 PacXO0BaHUs CpeACTB (denaepanbHOro Oromkera U 3(PPEKTUBHOTO HCHOJIB30BAaHUS
BHEOIOJUKETHBIX CpPEACTB, a TAaKKe MpecedyeHus HapyuleHud B (PUHAHCOBO-XO3SHCTBEHHON
nesTeNIbHOCTH. B pacnopsautensHol yacTu 00paTUTe BHUMaHKE TJIaBHOTO OyXrajirepa Ha MOBBIILIECHUE
TpeOOBaTENILHOCTH K pPAa0OTHUKAM OyXTajiTepuu B YacTH BeJIEHHUs OyXTajTepcKoro yd4era u
oTueTHOCTH. JlaiiTe 3amanne pabOTHHUKY, OTBEYAIOMIEMY 3a paboTy Oyxraiatepuu, Ha pa3paboTKy mep
O YIIYYIIEHUIO ATOU PabOTEHI.
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18.  CocraBpre mpuka3 mupekropa [TAO «Bonra-cBs3p» 0 NpeMUpPOBAaHUU PaOOTHUKOB
¢uHAHCOBOTO OTAENa 3a y4yacThe B pa3paboOTKe IUIaHA TEXHUYECKOTO IEPEBOOPYKEHUS U
pexoncTpykiuu ATC-23. Tlpemus BoigaeTcs u3 GoHAa MaTEpHAIBHOTO Moolipenus B pazmepe 5000
pyOJIeii.

19.  CocraBbTe nmpuKa3 0 MPEMUPOBAHUM PAOOTHUKOB KaJpOBOrO OTAENA aAMHHUCTPALMU
Komcomornbckoro paiiona 3a 3¢ ¢dekTuBHy0 paboTy Mo pa3paboTKe TEKYIIUX M IEPCIEKTUBHBIX
wiaHoB. [Ipemus Beigaercs u3 Gpoxaa omnarsl Tpyaa B pazmepe 30% JOIKHOCTHOTO OKJIaja.

20.  CocraBbTe IpUKa3 O MPOBEIECHUH PEMOHTHBIX padOT B 3AaHUU YIPABICHUS B CBSI3U C
BBIXOJIOM M3 CTpOsS CHUCTeMbl BEHTWJALMM. B pacnopsiiuTenpHON yacTh oOpaTuTe BHUMAaHUE Ha
MOPSIIOK  MPOBEACHUSI IMOATOTOBUTENBHBIX PAa0OT, ONpENeNIUTe CTPOTUE CPOKM  BBIMOJTHEHUS
HOJArOTOBUTENILHBIX U PEMOHTHBIX paboT.

21.  CocraBbTe TIpUKa3 TEHEPATBHOIO AMPEKTOpa MYHHIMIAIBHOTO  YHUTApHOTO
npeanpustus «lIponsBoacTBeHHOE 00BEAMHEHHE KOMMYHAJIBHOIO XO3siicTBa T.0. TOmBATTH» O
BBIJICJICHUN JICHEXKHBIX cpelacTB B pasmepe 200 Teic. pyOineil Ha mpuoOpeTeHHe OpPITEXHUKU s
(uHAHCOBOIO OTAENA.

22.  CocraBpTe TMpHKa3 TEHEPAIBHOTO AMPEKTOpa NPEANPUSATHS 00 OCYIIECTBICHUU
KOMIICHCAIIMOHHBIX BBIIJIAT Pa0OYMM IPOM3BOJCTBEHHBIX LIEXOB B CBSI3U C YXYALICHUSIMU YCIOBUMN
Tpyaa. BeITIaTel OCyIIEeCTBISIOTCS U3 pe3epBHOro (GoHma B pazmepe 15% tapudHoii cTaBKH.

23.  CocraBbTe HpHUKa3 TEHEPAIBHOIO JUPEKTOpa O M[PEMHPOBAHUU PAOOTHUKOB
(MHAHCOBOTO OTIENa 32 JOCPOUYHYIO pa3pabOTKy MHBECTHIIMOHHOTO MpoekTa. [Ipemus Bpigaercs w3
¢doHIa MaTepualibHOrO NoolpeHus B pazmepe 10% A0IKHOCTHOTO OKJIaa.

24.  CocraBpTe TMpHKa3 O BBEACHMM HOBBIX [IpaBui BHyTpeHHero pacmopsiaka. B
KOHCTaTUPYOLIEHl 4YacTH HEOOXOAMMO OO0OO3HA4YMTh, YTO LEJIbI0 COCTABJICHHS IpHUKa3a SBISETCS
yIydllleHuEe TPYAOBOM IUCUUIUIMHBIL. B pacnopsauTenbHON yacTM — yKa3aThb CpPOKM BBEJIEHHUS B
neiicrue IIpaBuil, HA3HAYMTH OTBETCTBEHHOT'O 3a BHINOJIHEHUE JAHHOTO IIPUKa3a.

25.  CocraBpTe mpuKa3 00 oOecreueHHH MPOTHUBOIOKAPHON O€30MaCHOCTH M YCHIICHHH
OXpaHbl B TEpHUOJ Mpa3AHUYHBIX AHEH. OmnpenenuTe OTBETCTBEHHBIX 3a YOOPKY TEpPpUTOPHHM U
IPOBEPKY COCTOSHHS 3JIEeKTpoobopynoBanus. llpegocTaBpTe CHHMCOK JIMI, NPeObIBAHUE KOTOPBIX
00s13aTeJIbHO HA MPEANPUATUHN B IPa3AHUYHbIC THH.

26.  CocraBbTe TpHKa3 reHepaabHOro aupexropa Hemyomuaaoro AO «Komcomobckmii
MSICOKOMOMHAT» O TOBBIMIEHUH 3apa00THOM IUIaThl Ha MATHAALATH MPOLEHTOB OT €XKEMECSYHOIO
JOJIKHOCTHOTO OKJIa/la paOOTHUKOB OTJIeJIa MapKeTUHTa 3a 3(pPeKTUBHOE POBEJICHUE UCCIETOBAHUM
HOTPEOUTETBCKOTO PHIHKA.

27. CocraBbTe npHKa3 renepaibHoro aupekropa [TAO «'panay» 00 yBeIMYEHUH YCTaBHOTO
KanuTana oOmectBa. B KkoHcTatupylomed wactu ykaxuTe Ha pemeHue OOmero coOpaHus
akuuoHepoB u IlonmokeHue o mopsaake yBenuueHUs (YMEHBUIEHMs]) YCTaBHOIO —KamuTaia,
yTBepkIeHHOe COBETOM AMPEKTOPOB OOIIECTRA.

B pacnopsautensHON YacTH AalTe 3adaHus PYKOBOIUTEISIM, OTBEYAIOIIMM 33 PETHCTPALIUIO
JIOTIOJTHUTEIBHOTO BBIITyCKa aKIMHA, 00 MHPOPMUPOBAHUM PErUCTpallMOHHON manatel U Hamorosoit
MHCIEKIUU O BHECEHUU U3MEHEHH B yCTaB 00IIeCcTBa.

28.  CocraBbTe NpHKa3 HAYaJbHUKA YIPABICHHUS IIKOJ O MOJrOTOBKE INIKOJ OONAaCTH K
HOBOMY y4eOHOMY TOJy 10 Hadajla 3aHATUH B yueOHbIX 3aBeneHusix. [laiire 3amanue paboTHUKaM,
OTBEYAIOIIUM 32 PEMOHT IIKOJI, Ha MPUHATHE Mep MO YIYUIIEHHIO COCTOSHUS YUeOHBIX 3aBEICHUI B
o0nacTH.

29.  CocraBbTe MNpUKa3 O Mepax IO YCTPaHEHHIO TIOCIEACTBUN TOXapa B OTAeNe
MapketnHra Ha npeanpuatun OO0 «CennHay.

B koHcTaTHpymomeil 4acTu yKaXuTe B KauecTBE MPHUYUHBI MOXKapa OTCYTCTBHE JOJKHOTO
MHCTPYKTaXKa IO MOXKapHOI 0€30MacHOCTH.

B pacnopsautenbHOi 4acTH oOpaTUTe BHUMaHHE Ha IEHCTBUS paOOTHUKOB HPEANPHUATHS T10
JUKBUIAIUU Tokapa. CrenaiiTe BBITOBOP HadyalbHUKY OTJEela IO MOXapHOM Oe3o0macHoCTH
npeanpustust OO0 «Cenna». [Ipumure Mepsl MO MPOBEACHUIO B JajbHEWIIEM WHCTPYKTaxa IO
MOKapHOU 0e30MmacHOCTH cpenu pabOTHUKOB mpeAnpusatus. Hamo Taxke oOpaTUTh BHUMaHHE Ha
BbIJIaUy JCHEKHBIX CPEJCTB M3 OyXraiarepuu NpeArpHsITHS, KOTOpble HEOOXOIMMO HampaBUTh Ha
YCTpaHEHUs MOCIIEACTBUIN MOXKapa.
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30.  CocraBwte npuka3 o 3axmodeHuu npeanpustuem OO0 «Cemnay nqoroBopa GhakTopuHTa
¢ «HUKoiim» —6aHKoM.

B koHcTaTupyromeil 4acTM yKaXuTe O HEOOXOJUMOCTH HalW4Ms CBOOOJHBIX JI€HEKHBIX
CPEJCTB B PACHOPSYKEHUU NPEAIPUATHUS.

B pacnopsauTenbHON 4acTH yKaKMTE ATallbl 3aKJIIOUEHMsI 10OroBopa (pakTopuHra ¢ GaHKOM
(mpeaBapUTENbHOE COTJAIIEHUE W HENOCPEICTBEHHOE 3aKJIIOUYEHHE JO0roBopa), a TakkKe Mepbl
onoBemeHuss  npeanpusatus — nokymarens  OOO  «lIpomu3paty, Ybl0  33J0JDKEHHOCTh
000« Cenna» nponaer 6anky. Heo6xonmumo nath 3agaHue 1Mo MPUHATHIO U YUETY JCHEKHBIX CPEJICTB,
HOCTYNUBIIUX OT OaHKa, Ha OanaHce NpeanpusTus.

31. CocraBpTe  mpHKa3z  JUpPEKTOpa  3aBoja O  MPEMUPOBAHMH  PaOOTHUKOB
IPOM3BOJICTBEHHOTO 11€Xa 3a BBICOKYIO IPOU3BOAUTENIBHOCTE TpyJa M JOCPOUYHBIH BBIITYCK
npoaykiuu. [Ipemus nomkHa BbIZaBaThbes W3 (OHIA MaTepHAIBHOrO mMmoompeHus B pasmepe 70%
€XKEMECSIUHOTO JJOJPKHOCTHOTO OKJIaza.

32.  Cocrapbre npuka3 qupekropa OO0 «lIporpeccy o pesynbrarax aHanu3a (UHAHCOBOTO
COCTOAHUS  IpennpusaTvs. B KoHcratupylomed  4acTé  HeoOXOoAMMO — yKaszaTb  Ha
HEYIOBJIETBOPUTEIIbHBIC PE3YJIbTAThl, TIOJTYYEHHBIE B XOjA€ aHaim3a (uHaHcoBoro cocrostaus OO0
«[Iporpecc», mpoBereHHOro (puHaHCOBBIM oTAesnoM Io utoram 2017 ronma. B pacnopsaurensHOi
YacTH yKa3zaTh Ha HEOOXOIUMOCTH NMPOBEACHUS COBEINAHUS IO pe3yibTaTraM aHain3a (PUHAHCOBOTO
cocrosHuss OO0 «IIporpeccy, 00s13aTh HayaJIbHUKA (PUHAHCOBOTO OT/IEJIA BBICTYIIUTh HAa COBELIAHUHU C
JOKJIaIOM, OTpaXarollMM pe3yJbTaThl aHalIW3a (PUHAHCOBOTO COCTOSHUS MPEANPUSATHS U
IPEeII0KEHUSMU o HOBBIILICHUIO ¢buHaHCOBOM YCTOMUUBOCTH
00O «IIporpecc». Takxke 00s3aTh PYKOBOJAUTENEH KOHKPETHBIX CTPYKTYPHBIX IOApA3/IEICHUN
BBICTYIIUTh Ha COBEIIAHUM C MPEIJIOKEHHUSIMH [0 IMOBBIIIEHUIO KOHKYPEHTOCIIOCOOHOCTH
OPEINPUATHS, 10 YITYYIICHHIO ero (PMHAHCOBOTO COCTOsHUS. KOHTpOIb 3a HMCIOJHEHHEM IpHKa3a
BO3JIO)KUTh HA UCIIOJHUTEIIBHOTO JUPEKTOPA.

33.  CocraBbTe mpuKa3 00 uTorax pabOThI IIAHOBO-IKOHOMHYECKOTO oTnena B 2018 roxy B
ITAO «Tpancdopmarop». B koHcTaTHpyIOLIEH YacTH yKaXXUTEe Ha HECBOEBPEMEHHOE NPEI0CTaBICHUE
CHENHATNCTAMH OTYETOB O paboTe MPEANPHUATHS PYKOBOAUTEIIO TIAHOBO-3KOHOMUYECKOTO OTJIENa, B
pacropsauTeNbHON yacTu oOpaTuTe BHUMaHUE PYKOBOJAUTENCH Ha MOBBIIIEHHWE TPeOOBaHUI B YacTh
0053aTeNbHOCTH MIPEIOCTABIIEHUSI OTYETOB O padOTe MPEINPUITHS B CPOK.

34.  CocraBbTe mpuKa3 o Haka3aHuu paboTHHKOB ITAO «ABTokap». B koHcTaTHpyromiei
yacTH YKa)KUTe Ha HapyuieHue nyHkrta 4.6. IlpaBun BHyTpeHHero TpynoBoro pacnopsaka [TAO
«ABTOKap» MH)XEHEPOM-3KOHOMHCTOM IIPOU3BOICTBEHHO-dKOHOMHUYECKOro otaena [lasnoseiM B.B. u
WHKEHEPOM-TEXHOJIOTOM TEXHOJIOrMYecKoro oraena Kaganosoi
M.1O. B pacniopsauTenbHON YaCTH YKaXXUTE Ha HEJOCTaTOUHBIM KOHTPOJIb 332 TPYAOBON AUCIMIINHON
B CBOMX KOJUIEKTUBAX HAYaJbHUKOB IPOU3BOJICTBEHHO-DKOHOMHYECKOIO U TEXHOJOTHYECKOIO
OTJIEJIOB.

35.  CocraBbTe mpuKa3 o mpoBeaeHnH pekiaamaoi kammanuu [TAO «ABtokap» B mae 2018
T. B CBSI3U C PacIIMPEHUEM BBIITYCKA HOBBIX BHJIOB MPOAYKLIUU U €€ MPOJBUKEHUHN HAa HOBBIE PBIHKU
cobiTa. B pacnopsautensHoi uyacTH oOpaTHTe BHUMaHHME Ha IOBBIIIEHHWE TPeOOBATENbHOCTH K
UHPOPMHUPYEMOCTH TOTpeOUTENIe O MpeuMYIecTBaX KauecTBa W OTJIMYMUTENbHBIX CBOMCTBax
pexiiaMupyeMbIXx ToBapoB. JlaiiTe 3amaHue OTAENy MapKeTWHra pa3paboTaTh IUIaH pEeKJIaMHON
KaMIIaHWH.

36.  CocraBpTe TIpHKa3 O TIPOBEIECHHUH WTOTOBOM AaTTECTAllMM PYKOBOIHTEICH W
CIeUalIncToB arrecTaliuoHHON komuccuel B 2018 roxy B ITAO «<ABTOBA3».

B koHcTartupyromeil 4acTH YKaKUTE€ Ha HEYJOBJIETBOPUTEIBHBIN pE3ynbTaT IMPOBEACHHOU
UTOTOBOW aTTECTALMU PYKOBOJAUTENEH U CIEUAIMCTOB OT/EA KaJpOB.

B pacnopsiauTensHON YacTy 1ailTe 3a/laHNe aTTECTAllMOHHON KOMHCCUU COCTaBUTh ITPOTOKOJI O
IIPOBEJCHHOW HMTOIOBOM aTTECTallMM PYKOBOAWUTEIEM M CIELUAIMCTOB OTAENa KaapoB, IPOBECTU
MTOBTOPHYIO HTOTOBYIO aTTECTALMIO B CpOK 10 15.06.2018.

Ha3naubTe Ha JOJDKHOCTh HaudalbHUKAa OIOpPO MO paboTe CO CHyXallUMH OTAeja KaapoB
CIEIMAJINCTa C BBICOKHM PE3yJIbTaTOM UTOIOBOM aTTecTaliu.

3aoanus ons cocmasnenus CNpagoyHO-UHDOPMAYUOHHBIX OOKYMEHMO8:



22

1. CocraBbTe AOKIaIHYIO 3anmucky Oyxrantepa Tumommuuoin W.I1. rmaBHOMy Oyxranrtepy
00O «Pybun» bubuueny ILII. o npousBeaennoit Tumomunoi M.I1. npoBepke BHINOIHEHUS MPUKa3a
nupektopa ot 00.00.0000 Ne 92 «O cocTossHUM OyXTaJTepCKOro ydeTa Ha CTPOUTEIhCTBE 0asbl
oTabIxa B paiione JKuryneBckoro Mops». B mpukase ObUIM yKa3aHbl KOHKPETHBIE CPOKH JTUKBUIALUU
HEJI0OCTaTKOB, OOHApYXEHHBIX B ceHT0pe 2018 roga. B moknagHON 3amucKe TOKHO OBITh OTMEUEHO
BBITIOJIHEHUE BCEX IYHKTOB IPHKa3a, 32 HCKIIOUEHHEM ITYHKTOB 00 OpraHU3ali pPaBHOMEPHOMH
eXeJIHEeBHOI cllaun pabouyuMu Hapsaa0B Oyxranrepun. BoisiBieHo, 4To 25 OKTAOps ObLIO CIAHO TOJIBKO
35,2% Bcex HapsanoB. OctanpHble Hapsaasl caanbl 1 HOAOps. [To rpaduky cpok cmaym mociegHux
HapSIIOB 32 MPOIUIBIM MeCsLl yCTaHOBJIEH NIEPBOTO YHCIIA CIEAYIOIIEro MecsIa.

2. CocTaBbTe TOKJIQIHYIO 3alMCKY TJIABHOTO OyXTaliTepa JUPEeKTopy 00 uTorax paboTsl Mo
HEHTpaIu3aluu pacyeToB ¢ pabounmu u ciayxamumu Bl 3aBoga. LleHTpanusauus pacueroB jpana
BO3MOXXHOCTh TIEPEBECTH Ha JIPYryl0 paboTy MATH OyXTaiaTepoB IIEXOB, YMEHBIIWTH OIIMOKH B
pacueTax ¢ pabOYUMHU U CIIYKAllUMHU, YCUJIUTh KOHTPOJIb 32 pacxojoBaHHeM (OHIIOB 3apabOTHOU
iatel. B 3akiiroueHue He0OX0IMMO TTOCTABUTH BOPOC O MPEMUPOBAHUHN PAOOTHUKOB OyXTraaTepuu U
BII, oOecreunBaromux IMepexoa Ha LEHTPaIU30BaHHBIA pacueT 3apabOTHOW IUIaThl MO 3aBOIY.
OcTaJibHbIE JaHHBIE YKAXKUTE CAMOCTOSITENIBHO.

3. CocTaBbTe JOKIAJAHYIO 3aMHCKY ceKpeTapsa-pedepeHTa pyKOBOAUTEIIO MPEANPHUATHS 00
yrepe CrenanoBsiM [.1. muceMa-3amnpoca, HOCTYINHUBILETO B aJIpeC MPEANPUATHS IBa MECSIa HA3a/l.
4, CocraBbte u opopmure Tenerpammy AO «HOuucud» camapckomy npeanpusituto OO0

«Kpucramm o MOTHOM OTKa3e OT OIUIATHI 3a MOCTYIHBIIYIO MPOIYKIIUIO B CBSI3M C TEM, YTO 3Ta
NPOAYKIIHS He Obuia 3aKkazaHa. OCTalIbHBIC IaHHBIC YKAKHUTE CAMOCTOSTEIILHO.

5. CoctaBbTe  OOBSICHUTENBHYIO  3allUCKy HayallbHUKAa  OTAeNa  PyKOBOJMTEIIO
npeanpusaTisi 0 (GakTe HEBBITOJHCHHS PACIOPSHKCHUST O MOHTake OOOpYJOBaHHUS Ha YYacCTKE IO
NPUYHHE CIA00TO KOHTPOJIS CO CTOPOHBI TTIABHOTO MEXaHHKA.

6. CocTtaBbTe OOBSICHUTEIBHYIO 3aITUCKY O MPHYUHAX HECBOCBPEMEHHOCTH MPEICTABIICHHSI
uH(OPMAIIMU O BBITIOJHEHHUH MPUKa3a TupekTopa. OCTabHBIC PEKBU3UTHI YKAKUTE CAMOCTOSTEIILHO.

7. CocTaBbTe JOKIQIHYIH 3alMCKy HadalbHHUKA IUIAHOBO-DKOHOMHUYECKOTO OT/ela
PYKOBOJUTEITIO MPEANPHUSATHS 00 00SCIICUCHUH OT/IeIIa YeTHIPbMSI KOMITBIOTEpaMHU.

8. CocTaBpTe TPOTOKON 3aceJaHUsl WHBEHTApPHU3AIMOHHOM KOMHCCHM 3aBOJia Ta30BOM
ammaparypbl, Ha KOTOPOM pacCMaTPUBAJICS BOMPOC O pe3yibTaTaX MHBEHTApHU3alWU IO ckiamy No2
BCIIOMOTATEeNbHBIX MaTepuanoB. Ha 3acemaHuu ObLTIO TPUHATO pelIeHHEe 00 YTBEPKICHUU
pe3yabTaTOB HWHBEHTApPH3AllMM ¥ OTHECEHWH 3a CYET 3aBeAYIOIIEro CKIAJ0M HeIOCTa4yH
BCIIOMOTaTeNbHBIX MaTePHAIOB B CyMMe 365 MIH. py0., a TaK)Ke 3aUUTaHbl CIMYUTENbHAS BEIOMOCTh
no ckiany Ne2 u 0OBsICHUTENbHAS 3aITUCKA 3aBEIYIOIIETO CKIIAZIOM.

9. CocrtaBuTh mpoTOKON oO0mmero cobpanus pabounx ITAO «Tpancopmarop», Ha
KOTOpPOM OOCYXKIaJICSi BOMPOC O CO3JAaHWU HOBOTO II€Xa IO IPOU3BOJICTBY BCIOMOTATEIBHBIX
MaTepuaioB, HEOOXOAMMBIX JJIsi OCHOBHOIO MpoOHM3BOACTBa. Ha coOpanum Obuta 3aciyiiaHa
uH(GOpPMAIIHS UCIIOTHUTEILHOTO JUPEKTOPAa O BO3MOXKHOCTH CO3JaHHSI HOBOTO IIeXa U MEPCIIEKTHBAX
ero pabotsl. [locie oOcyxneHus ObUIO MPUHATO PEHICHHE OPYYUTh UCIIONHUTEIBHOMY AUPEKTOPY U
€ro 3aMEeCTHUTEII0 M0 CTPOUTEIBCTBY B TeueHHE | Toja pa3BepHYTh pabOTHI U BBIIEIHTH IS THX
neneii 1000 Toic. pyo.

10.  CocraBbTe TPOTOKOJ TPOWU3BOACTBEHHOIO COBEMIAHWS PAaOOTHUKOB IUIAHOBO-
HSKOHOMHYECKOTO OTJENIa 3aBOJja MEIUIIMHCKHUX MpEerapaTroB, Ha KOTOPOM OBLT PacCMOTPEH BOIPOC O
JIOCpOYHOM pa3paboTke puHaHcoBoro tuiana Ha 2018 roxa. Ilocnme oOCyx)aeHUsT MPOU3BOJICTBEHHOE
COBEIlaHUE MPUHSJIO pelieHre pa3padoTath (PUHAHCOBBIN TUIAH HA TPHU JHS paHbIIE YCTAHOBIECHHOTO
CpoKa.

3aoanus ona cocmasnenuss 00OKYMeHMO8 TUUHO20 NPOUCXOHCOCHUSL:

1. Hanmmmmre nprkas reHepabHOT0 JUPEKTOpa aKIMOHEPHOTO obmiecTBa «CaMapa-Typ» o
mpreMe Bac Ha paboTy OyxranrepoM (MeHeIKEpOM, MPOTPAMMHICTOM, aIMUHUCTPATOPOM TOCTHHHIIBI).

2. CocraBpTe TIpuKa3 00 ocBoOOkaAeHUH Bac OoT paboTel B OO0 «Opbuta» B CBSI3H C
nepee3 oM Ha HOBOE MECTOKHUTEIbCTBA.

3. CocraBpTe TpHUKa3bl: a) 0 mpuemMe Ha pabory Oyxrantepom MBanosoit WN.IL.; 6) o6
yBonsHeHUU MBanoBoit W.II. mepeBome B Apyryw opranm3zaiuio. Jlpyrue peKBUZHTHI YKaKUTE
CaMOCTOSITEITHHO.
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4. CocTaBbTe XapaKTEPUCTHKY-PEKOMEHIAINI0 Ha paOOTHHKA BaIIerO MPEATIPHUSITUS IS
MOCTYIICHUS €70 B ACIUPAHTYPy TONBATTUHCKON aKaJieMUU yIIPaBICHHUS.

5. Hanumure 3asBieHHE O TPEJIOCTABICHUM BaM aJMUHUCTPATHBHOTO OTITYCKa IIO
CEeMEUHBIM OOCTOSTEILCTBAM.

6. Harnumure aBToOmorpadguio u pesroMe, HeoOXoauMble i 0GOPMIICHUS JTOKYMEHTOB
IPY TOCTYIUIEHUH Ha PaboTy.

7. Odopmure 3amuch B TPyAOBOM KHHXKKE 00 YBOJBHEHHWU Bac: a) MO COOCTBEHHOMY

XKeNaHuio; 0) B CBA3M C JUKBUAALWEH MPEINpPUSATHS; B) B CBS3U C HECOOTBETCTBUEM TpPEOOBAaHUSM,
IPEIbsBIAEMBIM K BBIIOJIHAEMOHN paboTe, BCIEACTBUE HEIOCTATOYHON KBAIM(UKALIUH.

8. CocraBpTe NPOEKT TPYAOBOIO JI0rOBOpPaA IO HaiiMy, OIUIaTe€ U YBOJIBHEHHIO PaOOTHHKA.
OcTaJibHbIE TaHHBIE YKAXKUTE CAMOCTOSITENIBHO.

9. CocraBbTe npuka3 00 yBOJIbHEHHH PAOOTHUKA B CBSI3U C JTMKBUAALUCH MPEIIPUATHSL.

10.  CocraBbTe mpHKa3 o MepeBojie padOTHHKA Ha APYTYIO paboTy BHYTPH OpraHU3allUu.

Jluteparypa: 1-4, 5,6, 7, 8, 9.

IIpakTHyeckoe 3ansiTue o temMe 4. Opranu3anus J0KyMeHT0000poTa
Bonpocwt ons ob6cyscoenus:
1. UYro Takoe [AOKYMEHTOOOOPOT W  KaK  OCYIIECTBISETCS  MOJCYET  oObema
JTIOKyMEHTO0000poTa?
Kakue moToku 10KyMEHTOB MPUHATO pa3IuvaTh B COCTaBe JOKYMEHTOOOopoTa?
KakoBbI OCHOBHBIE 3Tarbl ¥ MPUHLIUIIBI OPTaHU3AINH JOKYMEHT0000poTa?
Kakas xoppecnoHAeHIIHs He TIOJIIEKUT BCKPBITHUIO?
Kak nomkHBI OBITH pactpeieieHbl JOKYMEHTHI TP WX MPEIBAPUTEIIEHOM PACCMOTPEHUU?
Yro Takoe perucTpanus JOKyMEHTOB, U KaKOBa €e OCHOBHAs 11eJb?
Kakue 1oKyMeHTbI He O/IEXKAT PErUCTpalun’?
Kak peructpupyroTcsi OTBETHbIE JOKYMEHTHI?
Kak hopmupyercst perucTpaiiOHHBI HOMEP COBMECTHOTO JJOKYMEHTa?
10 C kaKxoif 11ebI0 CO3/1aeTCsl B OpraHu3alii HHHOPMaMOHHO-TIOUCKOBAs crucTeMa’?
11. Kto ocymiecTBisieT B OpraHu3alllyd KOHTPOJb HCHOJHEHUS JokyMeHToB? KakxoBa ero
1enb?

COoNoOR LN

Jlureparypa: 1-4, 5, 6, 7, 8.

IIpakTuyeckoe 3ansTHe Mo TeMe 5. CucreMaTu3anus 10KyMEHTOB

Bonpocwt ons ob6cyscoenus:

1. Kaxkue TpeboBaHUs NPEABABISIOTCA K HYOPMHUPOBAHHUIO APXHUBOB MPEATIPUSTHS?
2. Kax nomkHbI OBITE 0QOPMIICHBI Jelia IS TIepelavud B apXuB?

Jlutepatypa: 1-4, 5, 6, 7, 8.

HpaKTI/I‘{eCKOC 3aHATHE N0 Teme O. COBpeMeHHI)Ie cnoco0bl M TEeXHHKA CO3daHuA

JIOKYMEHTOB

IIpakmuyeckue 3a0anusi:

1. OdopMHUTh OCHOBHBIC BHJBI YIPABICHYECKHX JOKYMEHTOB C HCIIOJb30BAHUEM
KOMITBIOTEpA U MHTETPUPOBAHHOTO MakeTa mporpamm Microsoft Office..

2. OpraHu3oBaTh HHTEPAKTUBHOE IPOM3BOJICTBEHHOE COBEIAHUE C IMOMOIIBIO IMaKeTa

npuKIaaHbIX mporpamm Outlook.
Jluteparypa: 1-4, 7-8.

IIpakTuyeckoe 3ansiTue mo teme 7. /le1oBble 1 KOMMep4YecKre MUCbMa
Bonpocwt ons 0bcyscoenus:

1. Pacckaxxute, B ueM OTIHYUS OPUITHATEHO-IETI0BOTO CTHIIS OT JPYTHUX.
2. IlpuBeuTte yacTo BCTpeUaromuecs abOpeBUaTyphl CIIOB.

3. KakoBsI cTpyKTypa opmyssipa U COCTaB PEKBU3UTOB JEJIOBOT0 NMUchma?

IIpakmuueckue 3a0anus:
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1. CocraBbre nucbMo-u3Benenne [ IAO«Ikocan» AO «IlapTHep» 0 MpUUMHAX 33IEPKKHU
MOCTaBOK MAIIMH U 000PYyI0BaHHUS.
2. CocraBpTe HMH(POPMAILMOHHOE MUCHMO O MPOJAXE YACTHBIM M TOCYJapCTBEHHBIM

OPEANPUITHSIM TEPCOHATBHBIX KOMIIBIOTEPOB IO JIOTOBOPHOM CTOMMOCTH U O BO3MOXHOCTH
IIPUHUMATH 3aKa3bl HA COCTABJICHHE ITPOTPAMM.

3. CocraBbTe MNUCHMO-TIPUTIIANICHUE OPraHU3alMOHHOTO KOMHUTETa «IKCIOLUEHTP» C
OPEUIOKEHUEM  TIOCETUTh  MEXAYHAPOJHYIO  CIEUUAIM3UPOBAHHYIO  BBICTaBKY  «OKOHOMHUS
MaTepUaIbHBIX M TOIUIMBHO-3HEPT€TUUECKUX PECYPCOB B CTPOUTEILCTBE M IMPOMBILIICHHOCTH.
BricTaBka mpoXouT B MaBUILOHE BbICTaBOYHOrO Komiuiekca Ha Kpachoit [Ipeche.

4. CocraBbre rapantuitHoe mucbMo ITAO «3Qkocan» ITAO «IIporpecc» 00 oxazaHUH
TEXHUYECKOHN IMOMOIIN B pa3paboTKe pabounx uepTexei HacocHou ctaHiuu. [IAO «Dxocan» mpocur
IPOM3BECTH ATY pabOTy HETOCPEACTBEHHO Ha IJIOMIAJIKE.

5. CoctaBbTe JIOTOBOpHOE€ MNHCBMO O mnoanucanuu pgoropopa OO0 «CapHu» ¢
00O «Anekc» Ha IOCTaBKYy CTPOUTENBbHBIX MaTEPHAIIOB.

6. CocraBpTe NHUCHMO-OTBET Turorpaduum msmarensctBa «Haykay OOO «Tpunuka» o
BO3MO>KHOCTH BBITIOJIHUTH 3aKa3 Ha U3TOTOBJICHUE OJIAHKOB y4YeTa U OTYETHOCTH.

7. CocraBpre mucbMo-otBeT OOO «CBer» Ha TPOCKOY CTPOUTETHHOM MOHTAXKHOTO
npeanpusitust OO0  «'panaCrpoit»  pa3paboTath MPOEKTHO-CMETHYIO  JIOKYMEHTAIMIO  Ha
CTPOUTENBCTBO KUJI0To JoMa B moc. [ToBomxkckuit Camapckoii 061acTH.

8. CocTaBbTE COBMECTHOE IUCHMO-OTBET OOJIACTHOI'O YINPABJICHUS 3/IPaBOOXPAHEHUS U
yrpaBieHus: GUHAHCOB M HAJIOTOBOMW MOJUTUKU agMUHUCTpanuu LlenTpansHoro paiiona r.o. TonbsarTu
O BBIJICJICHUU JIOMOJIHUTEIBHBIX aCCUTHOBAHHMM M3 00JIaCTHOTO OFO/KETa HAa OKa3aHWE MEIUIIMHCKOMN
MIOMOIIIH JKUTENSIM paiioHa.

9. CocraBpre nucpeMo-oTBeT ITAO «CamapaxiaeOonpoayKT» OTKPBHITOMY aKIIMOHEPHOMY
obuiectBy «Cepruesckuii» o Beinenenuu [IAO aBromamunsl Y A3-469 nox caannoe B 2018r. 3epHo.
10.  CocraBpTe NHUCHMO-TIPOCKOY CaMapCKOro 3aBOJia KEJIe300€TOHHBIX KOHCTPYKIIUN

aIMUHHUCTpAIMK OOJIACTH O BBIJCJIICHUU JIMMUTAa Ha CTEKIOMIUTKY «Mpucka» B komumdectBe 50
TBIC.KB.M. JJI1 OTHEJIKM HapyXHBIX CTEHOBBIX MaHenell cepuu 135, KoTopble 3aBOJ HayMHAET
Bbimyckath ¢ 2017 r. qia [TAO «Camapactpoii».

11.  CocraBbre nuchbMoO-Npock0y Camapckoil MHKyOaTOpPHO-NTHUIEBOJYECKOW CTaHIMHM B
00JTaCTHYIO aIMUHHCTPALIMIO O BBIACICHUN CPEJICTB U3 o0siacTHOrO OrokeTa B cymme 150 MiutH. pyo.
JI0 HayaJla peajan3aluy MOJIOIHSAKA MITULBI HACEJIEHUIO.

12. CocraBbTe NHCBMO-0TKa3 YTpaBIEHUS NAacCAXUPCKUX MepeBo3ok Mmoo Camapckoii
obmactu OO0 «BekTop» 1Mo BOMpoCy oOecreueHus 3anacHbIMA YacTsIMU TapKa aBTOOYCOB. YKaXUTe
MPUYHMHY OTKa3a.

13. CocraBpTe THUCHMO-TIPOCHOY CaMapCKOro TypuUCTHUYECKOro IieHTpa «Boaraps» B
KOMHTET 10 BHEIIHEIKOHOMHUYECKOM NEATeNTbHOCTH aJMUHHUCTpAlUU 00JIacCTH C MPOCHOOH BBIJICINUTh
auneHs3uio Ha BbiBo3 B 2017 1. neca B JIutBy B konuuectBe 5000 kyO. M, TaKk Kak OJHUM M3 YCIOBUMI
MOCTaBKU MeOeNu JIsl TYpUCTUYECKOro KOMIUIeKca B BOJKCKOM 30HE OTabIxa sIBISETCS BCTpEUHas
MOCTaBKa Jieca.

14. CocraBpre nmucbMo OOO «Camuntek» B KoMHTET BHEIIHEIKOHOMHUYECKHMX CBS3EH
Poccutiickoit @enepaiinu 0 HaMpaBICHUSIX CBOCH ACATEIHPHOCTH M C MMPOCKOON O BBIICTICHUN KBOTHI Ha
skcnopT B 2018 T.

15.  CocraBbTe muceMo-ipock0y AO «Camapamebenb» B KOMUTET BHEIIHEIKOHOMHYECKUX
CBsI3eM aMUHUCTpaluK obaacTu o BeieneHun Jlunen3un Ha moctaBky B Kutait 4000 ToHH MeTania B
CBA3M C 3aKJIIO4YeHHeM KoHTpakTa ¢ JlansgHckuM o0O0bequHEHHEM IO  MEXKIyHapOJIHOMY
COTPYAHHUYECTBY Ha CTPOMTEIBCTBO JEBATUATAXHOro oOmexutrus B r.0. Camapa. CoriacHo
KOHTPAaKTy OIUIaTa BBIMIOJIHEHHBIX paboT OyaeT NpOU3BOIUTHCS POCCUHCKUMHU pyOIsIMH U
MaTepHalaMH.

16. CocraBpTe MHUCHMO-OTBET AO «Camaparazuduxanus» TUPEKTOPY
ITAO «Xumdapm3zaBon» 1 HavanbHUKY yrnpasienus OO0 «Camaparoprasz» o exeMecsqHol MocTaBKe
I[TAO «XumpapmzaBoa» 64 TOHHBI CKIKEHHOTO ra3za B TeueHue 2017 r. Yka3aHHbId 00beM YUTEH B
pasHapsizKe. ITocraBka Oyner OCYILIECTBIISATHCS qyepes yIpaBJIEHHE
000 «Camaparopras».
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17. CocraBpTe  mmchMo-mpochdy OO0 «OKCTIOPTIIFOKC» B~ KOMHUTET IO
BHCIIHCOKOHOMUYCCKHUM CBA35AM O BBIJACIICHHU KBOTHI Ha 3KCIIOPT KPYIJIOro JICCa B KOJHUYCCTBC 10
THIC. M°.
Jluteparypa: 1-4, 5-8.

IIpakTuyeckoe 3ansitue no teme 8. IlpaBuia m GopmMbl KOMMepPYeCKOi NMePeNUCKH C
3apy0e;KHbIMHU NAPTHEPAMH

Bonpocul ons ob6cyscoenus:

1. KakoBbl 0coOeHHOCTH 0(OpMIICHHS IEIIOBON KOPPECTIOHICHIINY B aHTJIOSN3bIYHBIX CTpaHax?

2. KakoBbl 0co6eHHOCTH 0(hOpMIICHUS 1€TI0BON KOPPECTIOHASHIIMH Ha (hPaHITy3CKOM SI3bIKE?

3. KakoBbl 0cOO€HHOCTH O(OPMIICHHS EIOBON KOPPECIOHICHIINY Ha HEMELIKOM SI3bIKe?

IIpaxmuueckue 3a0anus:

1. CocTaBbT€ MUCHBMO-OTBET MPE3UICHTY POCCHIICKO-aMEpUKAHCKOW TOPrOBOM MayiaThl
Anne JIxoncon (aapec: TheMarketplace—Towerll, 3025 SouthPackerRoadSuite 735, Aurora.
Colorado 80014, USA303-745-0757 FAX 303-745-0776). B mnucbMe yKaXuTe Ballld yCIOBHSI
COTPYJIHUYECTBA.

2. CocTaBpTe NHUCHMO-TIPOCHEOY KoMMepueckoro mnpeanpusatus «CTuiab» (QpaHIly3cKOi
dupme «lvesRochey o mocraBke My>KCKUX M KECHCKUX KOCMETUYECKUX CPENICTB.

3. CocraBpTe UHGOPMALMOHHOE MUCBMO KomMmepueckoil ¢upmbl «llluk» Hemernkoi
¢upme «l1IBapi» 0 BOZBMOKHOCTH IPOAAKU IMYIBCHOHHOM KPAaCKH.

4. CocraBpre mucbMo OO0 «Curmay rocnonuny Xptoctony B Jlonnon (®apokc bank) ¢
HAallOMHHAHWEM BBIMIOJHUTh 3aka3 Ha mnocTtaBKy KommbioTepa «OPTIMA 133». B ciuyuae
HEBBITMOJIHEHHSI 3aKa3a CJIEeyeT BHIPA3UTh MPOChOY BEPHYTH HAIIPAaBJICHHBIE IEHEKHBIE CPEICTBA.

Jlureparypa: 1-4, 7, 8, 9.

IpakTnyeckoe 3ansaTue mo Teme 9. KoppecnmonaeHumusi, CBsiI3aHHasi ¢ TNPOBeIeHHEM
NEePHOMYECKUX MEPONIPUATHIA, U NPOYAsI KOPPECTOH/IeHIUS

Ipakmuyeckue 3a0anus:

1. Hanummre nucebMO J€JOBBIM THapTHepaM C MpHUIJIAlIEHHEM MPHUHATh Y4acTHE B
KOH(EpeHIIHH.

2. CocraBbTe TeJerpaMMy JeJI0BBIM NMapTHEPAM MPEIIPUATHS.

3. Hammmmre nenoBoe muchkMo 00 OpraHM3aIllMU COBEUIAHUS Y TEHEPAILHOTO IUPEKTOPA IS
nepeaayy 1o 3JIeKTPOHHOU MmouTe

Jluteparypa: 1-4, 5-9.

IIpakTnyeckoe 3ansaTHe mno Teme 10. Opranmsanusa padoTbl € JOKYMEHTaMH,
coJepKAIMMHU KOH(PHUIeHIHAJIbHbIE CBeIeHUs!
Bonpocul onsa ob6cyscoenus:

1. Yro Takoe KOH(pUIESHIIUATHLHOE IETOTPOU3BOICTBO?

2. Kakue TOKyMEHTBI OTHOCATCS K KOH(HICHIINATbHBIM?

3. B gem 3akmrouaercsi 0COOCHHOCTH OGOPMIICHUS PEKBU3UTOB B KOH(HUICHIMAIBHBIX
JIOKyMEHTax?

4. KakoBbl 0COOEHHOCTH pa0OTHI C BXOASIIUMH KOH(PUIECHITUATFHBIMI IOKYMEHTaMU?

5. KakoBbl 0cOOEHHOCTH CO37aHUsI UCXOIAIINX KOH(PUACHIINATBHBIX TOKYMEHTORB?

Jluteparypa: 1-4, 5-9.
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7. ®OH/ OLIEHOYHBIX CPEACTB JIsl IPOBeJCHUs TEKYLero KOHTPOJIs ycIeBaeMOCTH H
NPOMEKYTOYHOM aTTecTANMU 00y4aroIHXCs M0 JUCHHILIHHE (MOLY1I0)

doHAbl  OILIEHOYHBIX

CPEICTB,

MMO3BOJIAAIONIME OLCHHUTL YPOBCHDb

KOMHGTGHHHFI H pE3YJIbTaTbl OCBOCHUA NTUCHHUIINIMHLIL, NPCACTABJICHBI CJICAYIOIIUMHA KOMIIOHCHTAMMU:

Kon Tun KoHTpOIIA Bun xontpons KomnuectBo
OLIEHUBAEMOU DJIEMEHTOB
KOMIIETEHLINU (BOmpOCHI), HIT.
(vt ee 9acTH)

OK-4, TEKYIIHNH YCTHBIH OIIpoC 1-45

OIIK-6

OK-4, MIPOMEKYTOUHBIN | TE€CT 132

OIIK-6

7.1.

OueHOYHBIE CPEICTBA /Il TEKYIIEro KOHTPOJISA YCIIeBAeMOCTH, POMEKYTOUYHOI

aTTeCTalii 110 UTOraM OCBOCHUA JUCHUIIJIMHBI

Pe3syabTarsl ocBOCHUSA

OueHouHbIe cpecTBa (MIEpeueHb BOPOCOB, 3aJJaHHM U Jp.)

nenonpoussozcta (OITK-6);
TUIOBbIE  MHCTPYKIHMHM IO
JTOKYMEHTHPOBAaHUIO
YIIPABJIEHYECKOU
NeSITeIbHOCTH U TpeOOBaHUS K
COCTaBJICHHIO U O(OPMIICHHUIO
noxkymeHtoB (OK-4);
0COOEHHOCTH
nokymenroobopora (OITK-6).

AUCHMITUHBI
3unaem: OTBeTbTe Ha cJleyIOLIHE BONPOCHI:

- tepmunosoruto | 1.Cocras HOPMAaTHBHO-METOMUYECKON 6a3bl
JTOKYMEHTHUPOBAHHS JOKYMEHTHPOBAHHSI YIIPABICHYECKOH 1A TEIILHOCTH.
yIIpaBJIeHYECKO 2.3akoHonatenscTBO PP B 00macTé JOKYMEHTAIlMOHHOTO
nesrenprocTH (OITK-6); obecrieyeHusl.

OCHOBHbIE HOpMaTUBHO- | 3.I'ocynapcTBeHHbIE CTaHAAPTHI HA TOKYMEHTALIHIO.
METOAMYECKHEe MaTepuasibl 1o | 4.YHU(UIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIUH.
JOKYMEHTHPOBAHUIO 5.00mepoccuiickue KJ1accu(UKaTOPBI TEXHUKO-
YIPaBJIEHYECKOMN SKOHOMMYECKOH U COlMaIbHON NH(OPMALIUH.

JesITeNbHOCTM M HaydHo- | 6.I'ocynapcTBeHHas cucrema JIOKYMEHTaIUOHHOTO
HCCIIEIOBATENBCKYIO o0ecrieYeHns yIpaBiIeHHUs.

JIUTEpaTypy B obnactu | 7.0CHOBHBIE MOJIOKEHHUS o JOKYMEHTHPOBAaHUIO

YIPaBICHYECKON AEATEIbHOCTH.

8.Buipl TOKyMEHTOB U MX KJIacCU(PHUKALIHSL.
9.ITpaBmina opopmierwus pekBu3uToB 01—05.
10.IIpaBuia opopminenus peksusuroB 06—10.
11.ITpaBuna odpopmiienus pexkBuzuton 11—15.
12.IIpaBuia opopmienus peksusuton 16—20.
13.ITpaBwiia opopmiteHns peKBU3UTOB 21—25.
14.IIpaBuia opopmienus: pekBu3uToB 26—30.
15.TpeboBanust k OJaHKaM TOKYMEHTOB.

Ymeem:

- TpaMOTHO pa3pabaThIBaTh
OCHOBHEIE BUIBI
YIPABJICHUYECKUX JOKYMEHTOB
(OK-4);

COCTaBJISITh JIEJIOBBIE H
KOMMEPYECKHE MMHChMa;

BoinmosnuTe CJIeaAyrmue NPpakKTUIeCKue 3alaHusd:

1. CocraBbTe mpHka3z 00 uTorax padoOThI MJIAHOBO-
sKoHOMMueckoro oraena B 2018 romy B ITAO
«Tpanchopmarop». B koHcTaTupyromeld 9acTH YKaKHUTE Ha
HECBOEBPEMEHHOE MPEAOCTABICHHUE CIIEUAINCTaAMU OTYETOB O
pabote IPEIIPUATHS PYKOBOJIUTEITIO IIaHOBO-

c(hOpMUPOBAHHOCTH




COCTaBJISITh JIeJIOBBIE u
KOMMEpUeCKHe TMHChbMa Ha
uHoctpanHoM s3eike (OITK-6);
HCII0JIb30BATh B
YIPaBICHUYECKOM U HHOM
npodeccnoHaTbEHOMI

JESTeIbHOCTH  TPUKIIAIHbIC
MporpaMMHBIE  CpPEACTBAa U
cpenctBa oprrexauku (OITK-

6).
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HKOHOMHYECKOT0 OTJIeNIa, B PaCIOPSIUTENLHON YacTH oOpaTuTe
BHUMaHHE PYKOBOJUTEJCH Ha MOBBIIEHNE TPeOOBAHUN B YaCTH

0053aTEILHOCTH  TPEJOCTABICHUS  OTYETOB O  pabore
MPEAPUATHS B CPOK.
2. CocTaBpTe TpHKa3bl: a) O MpHeMe Ha padoTy

oyxranrepom Hpanopoit WN.II.; 6) 06 yBombHenmu MBaHOBOM
N.II. nepeBone B Ipyryr opraHusauuio. J[pyrue peKkBU3HUTHI
YKQKUTE CAMOCTOSITEIIBHO.

3. CocraBbTe COBMECTHOE MHUCbMO-OTBET
00JJaCTHOTO yMpaBICHHUS 3/IPAaBOOXPAHEHUS U YIPaBICHUS
(UHAHCOB W  HAJIOTOBOM  MOJWTHKH  aJIMUHUCTpAIUU
LentpasibHoro paiioHa r1.0. ToOJABITTH O  BBIJACICHUU

IOIOJHUTEILHBIX ACCUTHOBAHUN M3 00JaCcTHOTO OrOIKeTa Ha
OKa3aHUE MEJAMIIMHCKON TTOMOIITHY KUTEIISIM palioHa.

Hmeem
onpim:
othopmiienns nanku «Jlemxo»:
COCTaBJICHUS] OCHOBHBIX BHIOB
YIPaBICHYECKUX JOKYMEHTOB
B COOTBETCTBUH c
TpeOOBaHUSMU  HOPMATHUBHO-
npaBoBbIX akToB PO (OK-4);
paboTBl C  COBPEMEHHBIMH
TEXHUYECKHUMHU CPEJCTBAMH H
UH(POPMAIIMOHHBIMU
texHosgorusmu (OITK-6).

npakmuueckuil

IIpoBepka nanku «Jleao» Ha COOTBETCTBHE COCTABICHHBIX
ylpaBiaeHUYeCKUX JoKkyMeHToB TpeboBanusM ['OCT P
6.30.2003;

TecToBbIC BONPOCHI:

1. KakoBa MakcumalpHas JUIMHA CTPOKM MHOTOCTPOYHBIX
PEKBU3UTOB?

a) 22

0) 28

B) 32

r) 40

2. MoxeT 1M CpOK BCTYIJICHHS B CHIIy W CPOK JCHWCTBUS
JIOKYMEHTA yKa3bIBaTbCsl B €0 TEKCTE?

a) Her

0) Jla

3. Ilo xakoMy mTpu3HaKy KiIacCUPUKALUH
MO/IPA3AEINIAIOTCS Ha CITyKEeOHbIEe U JTUYHbIE?

a) Ilo conmepxanuto

6) Ilo ¢popme

B) Ilo mpoucxoxaeHuro

r) Ilo Buny opopmienus

JAOKYMCHTEIL

4. Yto W3 MEpEeYUCICHHOTO0 HE BKJIIOYAETCS B HOPMATHBHO-
METOJIMYECKYIO 0a3y JOKYMEHTHPOBAHUS?
a) YHudummpoBaHHBIE CUCTEMBI TOKYMEHTAIIUN

6) T'ocynapctBenHas cucremMa JIOKYMEHTALMOHHOTO
o0ecrnieueHus yrnpaBiIeHUs
B) HopmatuBHbIe JIOKYMEHTBI o OpraHu3aIu

YIPaBIE€HYECKOrO TpyAa U OXpaHe Tpyaa
r) llepmoanueckue u3ganHus 1Mo BOIPOCaM JEIOMPOU3BO/ICTBA

5. VYkaxuTe HOPMAaTUBHBIE MaTE€pPUAJIbI 10 CTaHAAPTH3ALMUN?
a) OoOmepoccuiickue KJIaCCU(UKATOPBI TEXHHUKO-
HKOHOMHUYECKOH U colanbHON HH(pOpMaIuu

0) CraHmapTsl IpeaTPHUITHI

B) MexayHapoiHble CTaHAAPTHI
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r) HopmaTuBHBIE JOKYMEHTHI 10 OpIraHMU3AalMHM APXUBHOIO
XPaHEHUs JOKYMEHTOB

6. VkakuTe, CKOJIBKO B HACTOSIIEE BpeMs JEHCTBYeT
YHUPHUIHPOBAHHBIX CUCTEM JOKYMEHTAIUHU?

a) 8

0) 6

B) 9

r) 30

7.2 MeToan4yeckne peKOMEHIAIMHU K OlpeleIeHUI0 Poueaypbl OlleHUBAHUS 3HAHUM, yMEHHUI,
HABBIKOB M (MJIN) ONBITA 1EATEIbHOCTH, XapaAKTEePU3YIOIIUX 3Talbl GOPMHUPOBAHUSA
KOMIIeTeHIU I

Pabouas yueOHast mporpaMmMa JUCIUILTUHBI COACPIKUT CIEAYIOINE CTPYKTYPHBIE DIIEMEHTHI:

-IepevYeHb KOMIETCHIUN, POpMHUPYEMBIX B pe3yibTaTe M3y4yeHUsS TUCIUILIMHBI C YKa3aHUEM
ATaINoB UX (OPMHUPOBAHUS B MPOIIECCE OCBOCHHS 00Pa30BaTEILHON MPOTPaMMBI;

-TUIOBbIE KOHTPOJIbHBIC 3aJ]aHMs WIM HMHbIE MaTepHUasbl, HEOOXOAUMBIEC AJSl OICHKU 3HAHMIA,
YMEHUH, HaBBIKOB M (WJIM) ONBITA JEATEIBHOCTH, XapaKTEPU3YIOIIMX JTamnbl (OPMHUPOBAHUS
KOMIIETEHIIM B MPOIIECCe OCBOEHHUs 00pa30BaTEIbHOM MpOrpaMMmbl (Hanee—3afaHus). 3adaHus IO
KaKJ0W KOMIIETEHIIMH, KaK PaBUJIO, HE JOJIKHBI IOBTOPSITHCS.

TpeboBanust no GopMUPOBAHUIO 3a/1aHUS HA OLIEHKY 3HAHMI:

-00yyaronuiicsi JOJKEH BOCHPOM3BOAUTH M OOBSACHATH y4yeOHbIM Marepual c TpeOyemoi
CTENEHbIO HAYYHON TOYHOCTH U MOJHOTHI;

-IIPUMEHSIOTCS CPEICTBAa OLIEHUBAHMS KOMIIETEHIIMI: TECTUPOBAaHUE, BOIPOCHI 10 OCHOBHBIM
MOHATUSAM JUCUUILINHBI U T.11.

TpeGoBanus 110 OPMUPOBAHHUIO 3a1aHus Ha onerky YMEHUMN:

-00ydJaroliics JOJDKeH  peliaTh TUIOBBIE 3ajaud  (BBINOJIHATH 3aJlaHMs) Ha OCHOBE
BOCIPOM3BEICHUS CTAHIAPTHBIX aITOPUTMOB PEIICHMUS;

-IIPUMEHSIOTCS CIENYIOIIME CPENCTBA OLICHMBAHUS KOMIIETEHLMI: MPOCTBIE CUTYallMOHHBIE
3a7aul (3aJaHusl) C KOPOTKMM OTBETOM MWJIM TPOCTHIM JIEHCTBUEM, YIPAXHEHUS, 3a/laHus Ha
COOTBETCTBUE WJIM HA YCTAHOBJICHUE MPABUIIbHON MIOCIEA0BATENBHOCTH, 3CCE U IPYTOE.

TpeboBanust 1o ¢opMHpOBaHMIO 3adaHus Ha oOleHKy HaBblkoB u (uwnm) OIIBITA
JAEATEJIBHOCTU:

-00y4JalIIMICS JOJDKEH peliaTh yCIOKHEHHBIC 3a7aud (BBITIOJHATH 3aJaHUsl) HA OCHOBE
MPUOOPETEHHBIX 3HAHUH, YMEHHUI U HABBIKOB, C UX MPUMEHEHHEM B ONPEICIICHHBIX CUTYaIUsX;

-IIPUMEHSIOTCSA CPEJICTBA OLICHMBAHMSI KOMIIETEHIMI: 3aJaHusl TpeOYIOIUMe MHOIOLIArOBBIX
pelIeHN KaKk B M3BECTHOW, TaKk M B HECTAHAAPTHOM CUTyalMsX, 3aJaHHs, TPeOYIOLIHe MOITAIHOTO
pelieHnss W pa3BEepHYTOTO OTBETa, CUTYAllMOHHbIE 3aauyd, MPOEKTHas JEeSATENbHOCTh, 3aJaHUA
pacueTHO-rpaduueckoro Tuna. CpeJcTBa OLEHUBAHUS KOMIIETEHLUH BBIOMPAIOTCS B COOTBETCTBUU C
3asBJICHHBIMH PE3yJbTaTaMU 00yUYEHHUS 110 AUCLIUIIINHE.

[Tponienypa BBICTaBIEHHUS OLEHKH JOBOJUTCS 10 CBEACHUS OOyYaroIUXcs B TEUEHHE Mecsla C
Hayaja M3Y4YeHUs AMCLUUIUIMHBI IIyTEM O3HAKOMIIEHHUS MX C TEXHOJOTMYECKOW KapTOil JUCIMILIUHBI,
KOTOpas SABJSIETCS HEOThEMIIEMOM YacThio paboueil yueOHOl nporpaMMbl O AUCLUILINHE.

B pesynbrare oneHHBaHHS KOMIETEHIMM Ha pa3IUYHBIX »dTanax HX (QOpMHUpPOBaHUS IO
JUCLUIUIMHE CTYIEHTY HAuUMCIAIOTCs OaJulbl 1O IIKaje, yKa3aHHOM B pabodei yueOHOI nmporpamme 1o
JTUCIUIINHE.

7.3 Onucanue nokasarejieidi 1 KpuTepueB OLCHUBAHUS KOMIIETEHIIUI HA PA3JIMYHBIX 3TANAX MX
(¢opMupoBaHUs, ONIMCAHME IKAJ OLIEHUBAHUSA
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YCnemHocTh YCBOCHUS JTUCHUILTUHBI XapaKTepH3yeTcss KadyeCTBEHHOW OIIGHKOH Ha OCHOBE
JUCTa OLEHKH C(HOPMHUPOBAHHOCTH KOMIIETEHIIMM, BKIIOYAIOMIETO COBOKYITHOCTh KPUTEPUEB HX
OCBOCHHSI.

Kputepuu onieHuBaHus KOMIIETEHIUIH

Komnemenyuss cuumaemcsi  cgpopmupoeanHoil, €cClii TEOPETHYECKOE COJCpKaHHE Kypca
OCBOCHO IMOJIHOCTBIO; TPH YCTHBIX COOECETOBAHUAX CTYACHT HCYEPIBIBAIOIIE, IMOCIENI0BATEIbHO,
YETKO W JIOTUYECKH CTPOWHO H3JaraeT y4eOHbI MaTepual; CBOOOJHO CHpAaBJSIETCs C 3aJadyaMH,
BONIPOCaMH ¥ JPYTUMU BUJAMH 3aJaHUK, TPEOYIONINX MPUMEHEHUS 3HAHWMH, UCIOIB3YeT B OTBETE
JIOTIOJTHUTEIBHBIN MaTepuall; BCE IPEAYCMOTPEHHBIC paboded y4eOHOW mporpaMMon 3aJaHust
BBITIOJTHEHBI B COOTBETCTBUH C YCTAHOBJICHHBIMU TPEOOBAaHUSAMU, CTYIACHT CIIOCOOCH aHAaIU3UPOBATH
MOJTYYCHHBIC PE3YJIbTAThI; MPOSBISIET CAMOCTOSITEIILHOCT IPU BBIOJHEHUN 3aJaHUH, KAaueCTBO MX
BBITIOJTHEHUS OIIEHEHO 4uciaoM 0amioB oT 86 g0 100, 9TO COOTBETCTBYET MOBLIUEHHOM)Y VPOBHIO
c(OPMHUPOBAHHOCTH KOMITETCHIINH.

Komnemenyus cuumaemcs cgpopmupogannou, €clii TEOPETHYECKOEe COJACpKaHHe Kypca
OCBOCHO IOJIHOCTBIO; MPH YCTHBIX COOECEIOBAHUSAX CTYACHT IOCIEIOBATEIbHO, YETKO U JIOTHUECKU
CTPOMHO M3jaraeT yd4eOHBI MaTepHall; CIPaBISCTCS C 3aJadaMH, BOIPOCAMU W JAPYTUMH BHUJIAMU
3aJjaHui, TPEOYIOUIMX MPUMEHEHHS 3HAHWI, BCE MPEIyCMOTPEHHBbIC pabovell y4eOHOW MporpamMmoin
3aJlaHUs BBITIOJIHEHBI B COOTBETCTBHU C YCTAaHOBICHHBIMH TPEOOBAaHUSMHU, CTYISHT CIOCOOCH
AHAJTM3UPOBATH TOJIYYCHHBIC PE3YJIbTATHI, MPOSIBISAET CAMOCTOSTEILHOCTh MTPH BBHITIOJHCHUH 33IaHH,
KaueCTBO MX BBIMOJHEHHUS OLIEHEHO 4YncioM O0ayuioB oT 61 g0 85,9, 4TO COOTBETCTBYET nOp0O208OMY
YposHo cHOPMUPOBAHHOCTH KOMIICTCHITUH.

Komnemenyus cuumaemcs Hecghopmuposannoii, €Cii CTYACHT NIPU BBITIOJIHEHUH 33/I1aHUI HE
JNIEMOHCTPUPYET 3HAHHMW Y4YeOHOrO Marepuana, JOIYCKaeT OIMMOKH, HEYBEPEHHO, C OOJIbIIMMHU
3aTpyJIHEHUSMU BBIIOJIHSACT MPAKTHUECKUE Pa0OThI, HE IEMOHCTPUPYET HEOOXOAUMBIX YMEHUH, JTOJIS
HEBBIMOJIHEHHBIX 3a/IaHUl, MPEeIyCMOTPEHHBIX pabouell ydueOHOU mporpammoi coctaBiseT 55 %,
KAaueCTBO BBHITIOJHEHHBIX 33JaHW HE COOTBETCTBYET YCTAHOBJICHHBIM TPEOOBAHHSM, KAueCTBO HX
BBIMOJIHEHHS OIICHEHO YKCJIOM 0aJllIOB HUXKE 61, 4TO COOTBETCTBYET 00HOPO208OMY YPOBHIO.

[IkaJja oleHKH YPOBHSI OCBOEHHS THCIIUIITHHBI
KauectBennas OLCHKAa MOXCT OBITH BbIpaXXCHA: B MPOLUCHTHOM OTHOIICHUHU Ka4Y€CTBA YCBOCHHA
JTUCITUIIMHBI, KOTOpash COOTBETCTBYET OaijiaM, U TEPEeBOAWTCS B YPOBHEBYIO IIKaly M OIEHKU
«OTAUYHOY» / 5, «Xopomioy / 4, «yJOBIETBOPUTETHHO» / 3, «HEYIOBIECTBOPUTEIBLHOY» / 2, «3aUTCHOY,
«He 3auTeHoy». [IpemonaBaTenb BeIeT NHCHMEHHBIM YYeT TEKyIIeld YCIeBaeMOCTH CTYACHTa B
COOTBETCTBHUHU C TEXHOJIOTHUECKOU KapTOI\/JI 10 IUCHUITIJINHEC.

Lllkana oyenxu pe3ynrbmamos 0c80eHus OUCYUNTUHBL, CHOPMUPOBAHHOCIU KOMNEMeEeHYUL

IIkaabl OlleHKH YPOBHS
c()OpMHPOBAHHOCTH [IIkajia oleHKH YPOBHSI OCBOEHHS TUCIHUTIIUHBI
KOMIeTeHIHH (i)

Yposnesas 100 100 S-b6annvHasn wikana, Heougppepen
wKana oyeHKu banvHas banvHas ougppepenyuposannas YupoeanHas
KOMnemeHyuu wkana, wKana, oyenka/oann OyeHKa

% %
JOTIIOPOTOBBIN Huxe 61 Huxe 61 «HEYJIOBJICTBOPUTEIHHOY / 2 HE 3a4TEHO

IIOPOTOBBIN 61-85,9 70-85,9 «xoporioy / 4 3a4TEHO

61-69,9 «YIOBJICTBOPUTEIIBHO» / 3 3a4TEHO
MOBBIIICHHBIN 86-100 86-100 «OTIIMYHOY / 5 3a4TE€HO
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8.YueOHo-MeTOAMYecKOe U MH(OPMAITMOHHOE O0ecTevyeHue JUCHUIITTHHbI

8.1 IlepeyeHb OCHOBHOW M JIONOJHUTEJLHON YU4eOHOH JJUTEpPaTyphl, HEOOX0AMMOI 1J1s1 0CBOEHUSI
AUCHUIJIMHBI (MOZYJIs1)

Cnucku 0cHO8HOIL TUmMepamypul

1. BrikoBa, T. A. JlokyMeHTallMOHHOE 0OECIIeYeHUE YIPaBICHUS
(1enonpor3BoICTBO)[ DIEKTPOHHBIH pecypc] : yued. mocodue s By30B 10 HAPABICHUIO OATOT.
46.03.02 "ToxymenToBeaeHue u apxuBosenenue’ u cnenuanbHoctu 03.20.01 "JokymeHnToBeACHUE U
nokymenTaril. odecrieuenue ynp." / T. A. beikosa, T. B. Ky3nenona, JI. B. Cankuna ; nozg o6mr. pex. T.
B. Ky3HenoBoii. - 2-e u3a., nepepad. u jor. - Jlokyment Bookread2. - M. : UH®OPA-M, 2018. - 304 c.
- Pexxum noctyma: http://znanium.com/bookread2.php?book=942800.

2. Kupcanosa, M. B. Kypc nenonponsBojctsa. JlokyMeHTalIMOHHOE 0OecrieueHne
yrpaBieHus | DNeKTPOHHBIN pecypce] : yued. mocodue it By30B MO clienuanbHOCTH "MeHe kMeHT" /
M. B. Kupcanoga, 0. M. AkcenoB ; HoBocu06. roc. yH-T S5KOHOMHKH U YIIp. - 6-¢ U3., UCIp. U JIOI. -
JHoxyment Bookread2. - M. : UHOPA-M, 2014. - 256 c. - Pexxum noctyna:
http://znanium.com/bookread2.php?book=460967#.

3. Pazmopoxusiii, A. A. JlokyMeHTHUpOBaHHE YIPAaBIEHYECKON ACSITENbHOCTHU[ DIEKTPOHHBIH
pecypc] : yae6. mocobue no HampasiieHuto moarot. 38.03.02 "MenemxmeHT" (KBaTHpUKAIIUS
(cremnens) "OakanaBp") / A. A. Paznopoxusiid. - [lokyment Bookread2. - M. : UHOPA-M, 2017. - 303
c. : wi. - Pexxum nocryna: http://znanium.com/bookread2.php?book=854774.

Cnucku 0onoinumenvHoul 1umepamypol

4. T'ymuna, U. A. JlokyMeHTallMOHHOE 0OeclieueHue YIPaBICHUs B COLMAIbHO-KYJIBTYPHOM
CEpBUCE U Typu3Me [ DNEKTPOHHBIN pecypc]| : yued. mocobue 1jisi By30B IO HAMPABICHUSIM TIOJITOT.
"Cepsuc" u "Typusm" / U. A. I'ymuna, H. A. 3aitnesa. - Jlokyment Bookread2. - M. : Ansda-M [u
ap.], 2015. - 239 c. - Pexum noctyna: http://znanium.com/bookread2.php?book=489737.

5. XKypasnena, 1. B. OdopmisieM 10KyMEHTHI Ha IEPCOHATILHOM KOMITBIOTEpE: TPAMOTHO U
kpacuBo. ['OCT P.6.30-2003. BozmosxkHocTi MicrosoftWord[OnexTponnsiii pecypc]/ U. B.
Kypasnesa, M. B. Kypasnesa. - Jlokymenr HTML. - M. : UHOPA-M, 2012. - 186 c. : un. - Pexxum
noctyna: http://znanium.com/bookread.php?book=360057.

6. Kprokosa, H. [1. JlokymeHTHpOBaHUE yIIPaBIEHYECKOH EATEIFHOCTH [ DIEKTPOHHBINA pecypc]
: yued. mocoOue JuIs CTyICHTOB By30B 10 criennaibHocTH 080502 "DkoHOMUKA U yIIp. Ha
npennpustuu (o otpacisam)” / H. I1. Kprokosa. - JToxkyment Bookread2. - M. : UHOPA-M, 2014. -
267 c. - Pexxum nocryna: http://znanium.com/bookread2.php?book=432033.

7. Kynses, H. H. JlokymeHTOBeIeHre[ DIIEKTPOHHBIN pecypc]: y4ueb. 11t By30B 10
cnienuanbHocTH "JloKyMeHTOBeIeHHE U JoKyMeHTall. obecriedenue ynp." / 1. H. Ypanos, A. T
®abpuunos ; moxa pea. H. H. Kynsesa. - lJokyment HTML. - M. : Jloroc, 2012. - 348 c. - Pexxum
noctyna: http://znanium.com/bookread.php?book=469013.

8. Cnaiig-nexuu mo qucuuiuiHe "J[OKyMeHTHpOBaHKE YIIPaBIEHUYECKOH nesTenbHocTH". Tema
Ne 1-2 [DnexTponHsIi pecype] : s cTyaeHToB crenuanbHocTH 38.05.02 "Tamox. neno" / IToBomxk.
roc. yH-T cepBuca (PI'BOY BIIO "TIBI'YC"), [Kad. "Oxonomuka u ymnp."] ; coct.: A. H. Kapa, E.
1O. Ky3zHnenona. - Tomwsitta : [IBI'YC, 2015. - 257 KB, 106 c. - CD-ROM.

9. VuebHO-MeTOMUECKOE TTocoOre o AucIUIUTnHE ""JJoKyMEeHTHpOBaHNE YIPaBICHYECKON
JEeATENBHOCTH" [ DIEKTPOHHBIN pecypc] : Al CTYJEHTOB BCEX HANPAaBIEHUH MOATOT. U
cnernansHocTel / [loBomxk. roc. yH-T cepsuca (OPI'BOY BIIO "TIBI'YC"), Kad. "Dxonomuka u
ymp." ; coct.: A. H. Kapa, A. B. Kosrynenko, E. 0. Ky3nenosa. - Jlokyment AdobeAcrobat. -
Tonesttu : [IBI'YC, 2015. - 1,61 MB, 118 c. - Pexxum noctyna: http://elib.tolgas.ru.


http://znanium.com/bookread2.php?book=942800
http://znanium.com/bookread2.php?book=460967
http://znanium.com/bookread2.php?book=854774
http://znanium.com/bookread.php?book=469013
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8.2.Ilepeuens pecypcoB HHGOPMALMOHHO-TEJIEKOMMYHUKANMOHHOM ceTH ""UHTepHeT" (1aJ1€€ -

10.

ceThb ""UHTepHET'), HEOOXOAUMBIX /1JI51 OCBOEHMS M CHUILIUHBI (MOXYJISA)
lapant [DnexTpoHHbIA pecypc] : uHPOpPM. — mpaBoBOM mopTan. — Pexum npocryma:
http://www.garant.ru/. — 3ari. ¢ skpaHa.

Jlenonpou3BoACTBO [ DIEKTPOHHBIH pecypc] : sKypHai. — Pexum gocrtyma: http://www.top-
personal.ru/officeworks.html. - 3aru. ¢ sxpana.

J1enonpoun3BOACTBO M JOKYMEHTOOOOPOT Ha MPEANPUITHH [ DIIEKTPOHHBIN pecypc] : KypHaI. —
Pexxum mocryma: http://www.delo-press.ru/journals.php?page=documents. — 3ar. ¢ skpaHa.

N3narenbckuii gom «I'peOEHHUKOBY [ DNEKTPOHHBIN pecypc]. - Pexxum nocrymna:
http://www.grebennikov.ru/. — 3ari. ¢ skpana.

Koncynprant Ilntoc [DnekTpoHHbIN pecypc] : opummanbHbii caidT komnanuu «KoHCYlIbTaHT
[Tmrocy. — Peskum poctyma: http://www.consultant.ru/. — 3ar. ¢ sxpana.

Hayunas snektponnas 6ubnuoreka eLIBRARY .RU[DnekTponHslii pecypc]. - Pexxum nocrymna:
http://elibrary.ru/defaultx.asp. - 3arx ¢ sxpana

VYuuBepcanbHbie 6a3nl gaHHbIX EastView [DnextponHblii pecypc]. - Pexxum qoctyna:
http://www.ebiblioteka.ru/. - 3ari. ¢ sxpana.

VYnpasiieHue nepcoHanom [ DIeKTPOHHBIN pecypc] : KypHall. — Pexxum
noctyna:http://www.top-personal.ru/. — 3aru. ¢ sxkpana.

DnekTpoHHas OWOAMOTEYHAss cucTeMa I[IOBOJDKCKOTO TOCYAapCTBEHHOTO YHHBEPCHTETA
cepBuca [ DaeKTpoHHBIH pecypc]. - Pexxum mocryma: http://elib.tolgas.ru/. - 3ari. ¢ sxpana.

DIeKTPOHHO-0MOIHOTeYHass cucTeMa  Znanium.com[DnekTpoHHBI  pecypc]. -  Pexum
noctyna:http://znanium.com/. — 3ari. ¢ skpana

9. Ilepeyenb HH(POPMALMOHHBIX TEXHOJIOTHIl, HCIOJb3YEMbIX IPH OCYIIECTBJICHUHA
00pa30BaTeIbLHOIO NMpoIecca M0 JUCHUILIHHE (MOYJI10), BK/II0Yasi lepeYeHb MPOrpaMMHOI0
olecrieyeHus: U MHGOPMALMOHHBIX CIPABOYHBIX cHCTeM (IIPH HE0OXOAUMOCTH)

Kpatkas xapakTepucTuka mpuMeHsIeMOT0 MPOTPAaMMHOTO 00€CTICUeHUS

Ne IIporpammHBIi1 XapakTepucTruka Hasnauenue npu
n/n IPOAYKT OCBOEHUU JAUCLUIIINHBI
1 | Microsoft Word; [TpuknagHoe mporpamMMHOe T BBITOMHEHNS
2 | Microsoft Power obecrieueHme o
Point: MIMCbMEHHBIX 3aJaHUH,
31 Ms éxcel pa3paboTKH Tpe3eHTaul
4 | Microsoft Office 10 TEMaM JAMCLMILINHBI,
JEMOHCTpAIINK Cai-
JIEKITUM;

1t opopmieHuUs
JTOKYMEHTOB



http://www.garant.ru/
http://www.top-personal.ru/officeworks.html
http://www.top-personal.ru/officeworks.html
http://www.delo-press.ru/journals.php?page=documents
http://www.grebennikov.ru/
http://www.consultant.ru/
http://www.top-personal.ru/
http://elib.tolgas.ru/
http://znanium.com/
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10.0Onucanne MaTepuaJIbHO-TeXHNYECKOH 0a3bl, HEOOXOAUMOIi VI OCYIIeCTBJICHHS
00pa30BaTe/ILHOIO NMPOIECca MO JUCUUILIHHE (MOTYJIIO0)

JUig npoBeneHus 3aHATUM JIEKIMOHHOIO THUIIA HCHOJB3YIOTCS CHELUAJIbHbIE NOMELICHUS -
yueOHbIe ayIUTOPHH, YKOMILJICKTOBaHHBIC CIIELUAIM3UPOBAHHON MeOenpl0 U TEeXHHUYECKUMU
CpeACTBaMU O0YYEHHs, CITYKAIUMH JUIS IPEICTaBICHHUS yueOHOM nH(pOpMaIHH.

Jlis mpoBedeHHs] MPAKTUYECKUX 3aHATHH (3aHATUH CEMHUHApPCKOro THUMA), TPYIIIOBBIX H
WH/IMBUIYAJIbHBIX KOHCYJIBTAIlM HCHOJB3YIOTCS CIELUANbHBIC MOMEUICHUS - y4eOHbIE ayIUTOPHH,
YKOMILIEKTOBAHHBIE CIICUATM3UPOBAHHON MEOEINIbI0 U TEXHUYECKUMU CPECTBAMH 00yUYCHHUSI.

JUig TeKylero KOHTPOJsS M IPOMEXKYTOUHOM aTTeCTallud MCIOJb3YIOTCS CIEIUalIbHbIE
MOMEIIEHUSI - y4yeOHble ayAUTOPHUH, YKOMIUICKTOBAHHbBIE CIIEHUATH3UPOBAHHON MeOenblo, U (WIiIH)
KOMIIBIOTEPHBIE KJIACCHI, OCHAIIEHHbIE KOMIBIOTEPHON TEXHUKOM C BO3MOXKHOCTBIO MOAKIIOYEHHUS K
cetu HTepHET U o0ecrieueHneM JOCTyIa B 3JIEKTPOHHYIO HH(POPMAIIMOHHO-00pa30BaTEIbHYIO CPELy
YHHUBEpPCUTETA.

s caMocTosATeNbHOH paboThl OOYYAIOIIMXCS HCHOJB3YIOTCS CHEIUAIbHBIE MOMEUICHHUS -
y4deOHbIE ayAUTOPUU [IJIi CaMOCTOSITEIBHOM pPaOOThI, OCHAIEHHBIE KOMITBIOTEPHOM TEXHHUKOW C
BO3MOXXHOCTBIO TOJKIIOYEHHs] K ceTH VIHTepHeT u oOecrmeueHueM JocTyla B DIIEKTPOHHYIO
UH()OPMaAIIMOHHO-00PA30BATENIBHYIO CPEly YHUBEPCUTETA.



11. IlpuMepHasi TEXHOJOTHYECKAS KapTa AMCUUIIMHBI ' JIOKYMEeHTHPOBAHUE YIIPABJIEHYECKOM JesiTeJbHoCcTH "

npenojana
kadenpa "DKoHOMHUKA U yripaBieHue" TEeJIb ®.1.0.
20__-20__
TPYIIIBI cemMecTp 7 y4d.roaa
2 E — S\ CpoK IPOXO0’KJeHNSI KOHTPOJIBHBIX TOUEK 3aueTHo-
5 & 8 Z | cenrabps OKTSIOpb HOSI0pb JieKaodpb o | 2K3amMeHann
Ne Bubl KOHTPOJIBHBIX TOUEK E é § é E ro OHHas
s g 5 ceccust
< 2 © g nexabpb
1. | Obs3aresbHbIE:
1.1. | CremneHb aKTUBHOCTH pabOThI CTYJICHTOB Ha 7 o 2 + |+ |+ |+ |+ +]+ 14
MPAaKTHYECKNX 3aHATHIX
1.2. | KonTponsHbIe paboThHI 3 70 5 + + + 15
1.3. | OdopmieHne makera TOKYMEHTOB mo 51 51
B TOM YHCIIE:
1.3. | Pa3paboTka makera OpraHU3allMOHHBIX TOKYMEHTOB 1 1o 6 + 6
1.
1.3. | Pa3paboTka makera pacrnopsauTeIbHBIX TOKYMEHTOB 1 mo 10 + 10
2.
1.3. | Pa3paboTka makera CripaBOYHO-UH(POPMAIIMOHHBIX 1 mo 10 + 10
3. | TOKyMEHTOB
1.3. | Pa3paboTka nakera JOKYMEHTOB 10 IMYHOMY COCTaBYy 1 no 15 + 15
4.
1.3. | CocraBieHue IeJI0BBIX ITHCEM 1 1o 10 + 10
5.
2. | JlomomHHTEIBHBIE:
2.1. | IIpoMexyTOuHOE TeCTUPOBaHUE | 1 oo [T [ T I+ 1T 1T 1 1 I T T T T T [ 1]
3. | TBopueckuii peHTHHT:
3.1. | TloaroroBka JOKJIaaa U y4acTHE B HAYIHO- 1 no 10 + 10
HCCIICIOBATEIILCKON KOH(EepeHIINT
4. | ®opma KOHTPOIA Huddepenn
HUPOBAHHBIN
3a4er
Hroro 100




